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STEP 1  Search for the Bank Branch at the Sample Search page.

Bank Branches

Simple Search

Advanced Search

Branch Name Alternate Branch Name

Branch Number Country

L L p
P L L

EDI Location
Go || Clear Al
Create

Branch Name Alternate Branch Name Branch Number Update Branch  View Accounts Bank Name Alternate Bank Name Short Bank Name Bank Number  Country  Create Account
o search conducted.

Bank Name

STEP 2  On the Branch Name field, click the * button and this window will appear.

Field Name Description Remarks
Branch Name | Name of the Branch e Required field
Ex. 17 Manila Branch o Textfield
e Alphanumeric

Search and Select: Branch Name

o5 Selecting the Branch Name:

— 1. Type the branch name from the list of values.
o find your item, seledt a filter item in the pulldown ist and enter a value in the text field, then select the "Go” button, - G
To find your item, select a filter i the pulldown list and ent lue in the text field, then select the "Go" bulis 2 CIle _b button.
sy o] bt [ [ 3. Results panel will be updated.
s 4. Click the ' button of the branch
name, and click the Select button.

Select  QuickSelect  Branch Name Alternate Branch Name Branch Number Country
- L 17 Manila Branch Philippines

=

About this Page

3

STEP3  Upon clicking of the €%t |pytton, it will redirect to the Bank Branches page and
show the results of the search.

Manage Banks and eranches |
Overview | Banks | Bank Branches
Manage Banks and Branches: Bank Branches: Branch Address =

Bank Branches

Simple Search

Advanced Search

Branch Name |17 Manila Branch Q Alternate Branch Name Q
Branch Number Q Country Q

EDI Location Q Bank Name Q

Clear Al
Create

Branch Alternate Branch Branch Update View Bank Alternate Bank Short Bank Bank Create
Name Name Number Branch Accounts Name Name Name HNumber Country Account
&ula 2 e 17 Bank Philippines |



U FMIS — Creating Bank Account No.

Create Account

STEP 4  Click the = button to be able to add a Bank Account and be redirected
to the Create Bank Account page.
Manage Banks and Branches: Bank Branches: Branch Address = Branch Simple Search =
Create Bank Account
* Indicates required field
* Country |Philippines Q
* Bank Name (17 Bank Q,
* Branch Name |17 Manila Branch Q
Cancel Continue
STEPS5  Click the _Continue | hytton and you will be redirected to the Create Bank Account:
Account Owner and Use
Manage Bank Accounts =
m::ount ErrErETd Create Bank Account: Account Owner and Use
Account Infermation % Step 1 of 5 E 4
Account Controls
Account Access
) Bank Name 17 Bank Branch Name 17 Manila
Account Contact Country Philippines Branch
* Indicates required field
* Bank Account Owner Q
* account Use [ Payables
[ClPayroll
[ Receivables
Cancel | Step1of 5 Next
STEP 6  On the Bank Account Owner field, click the ™ button.
* Bank Aot Owmner 4
Field Name Description Remarks
Bank Account | Owner of the Bank Account e Required field
Owner EX. UP Diliman e Text field
e Alphanumeric




U FMIS — Creating Bank Account No.

The Search window will appear.

— Selecting the Bank Account Owner:
1. Type the name of the bank account owner from
the list of values.

To find your item, select a filter item in the pulldown list and enter a value in the test field, then select the "Go” button,

Search By LEgaIEntityE up _G#

— 2. Click e button.
3. Results panel will be updated.
- s i 4. Clickthe = button of the name of
' — the bank account owner, and click the
— Select button.

UP Philippine Genzral Hospital

UP System

s | oS | oS | oS | s

About this Page

STEP 7  Choose the Account Use by ticking the appropriate checkbox.

Manage Bank Accounts

Manage Bank Accounts =
Create Bank Account: Account Owner and Use

Account Information Step 1 of 5 Meﬂ 4

Account Controls

Account Owner and
Use

Account Access

Bank Name 17 Bank Branch Name 17 Manila
Account Contact Country Phifippines Branch
* Indicates required field
# Bank Account Owner |UP Diliman Q
* Account Use [V] Payables
[ Payroll
{[¥lRecelvables

Treasury

Cancel | Step1of 5 Next
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STEP8  Click the _Mext | putton and you will be redirected to the Create Bank Account:
Account Information page.

Bank Name 17 Bank Branch Name 17 Manila
Country Philippines Branch
* Indicates required field

* Account Name
Alternate Account Name
Short Account Name
* Account Number
Check Digit

* Currency Q,

[Tl Muttiple Currencies Allowed

IBAN

Account Type Q
Account Suffix
EFT Number
Secondary Account Reference
Account Holder
Alternate Account Holder
Description

Start Date =]

End Date =]

Cancel Back | Step 2 of 5 Save and Next |

STEP9  On the Account Name field, type the name of the account and on the Account
Number field, type the number of account.

* Account Name

= Account Humber

Field Name Description Remarks
Account Name | Name of account e Required field
Ex. 17 account e Textfield
e Alphanumeric
Account Number of Account e Required field
Number Ex. 17171717 e Text field
e Numeric
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STEP 10 On the Currency field, click the -

No.

button and the Search window will appear.

Field Name Description Remarks
Currency Currency of the Bank Account e Required field
Ex. UP Diliman e Text field
e Alphabetic

Search

To find your item, select a filter item in the pulldown lict and enter a value in the text field, then select the "Go” button,

Search By | Currency Code E| Php

Results

Select Quick Select
0 3
About this Page

e

Currency Coda
PHP

Selecting the Currency:
1. Type the name of the currency from the list of
values.

2. Click s button.
3. Results panel will be updated.
4. Click the © button of the

currency, and click the Select button.
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STEP 11 Click __Save and Next | and you will be redirected to Create Bank Account: Account
Controls page.

Bank Name 17 Bank Branch Name 17 Manila
Account Number 1717171717 Branch
Currency PHP Country Philippines

* Indicates required field

General Controls

* Cash =Y Cash Clearing o)

Unit.Fund.Responsibility Center.Authorizing Unit.Fund.Responsibility Canter.Authorizing
Officer.General Ledgerl.General Ledger2. Object Officer.General Ledgerl.General Ledger2.Object
Codel.Object Code2 Special Code.Cash Codel Object Codel Special Code.Cash
Flowi. Future Flows.Future

Bank Charges =Y Bank Errors =)
Unit.Fund.Responsibility Center.Authorizing Unit.Fund.Responsibility Canter.Authorizing
Officer.General Ledgerl.General Ledger2. Object Officer.General Ledgerl.General Ledger2.Object
Codel.Object Code2, Special Code.Cash Codel. Object Code? Special Code.Cash
Flowi. Future Flows.Future

Foreign Exchange Charges S0, Agency Location Code

Unit.Fund.Responsibility Center.Authorizing
Officer.General Ledgerl.General Ledger?.Object
Codel.Object Code2, Special Code.Cash

Flowi. Future

MNetting Account MNo -

Cash Management Controls

Minimum Target Balance Maximum Target Balance
Minimum Payment Amount Minimum Receipt Amount
Rounding Factor - Rounding Rule -

Cash Flow Display Order

Payables Controls
Multiple Currency Payments [C] Allow Zero Payments
[[]Pocled Account Maximum Outlay
Minimum Payment Maximum Payment
Receivables Controls

Multiple Currency Receipts

Recondiliation Controls

Payables Matching Order 1  Transaction - Float Handling Ignore -
Payables Matching Order 2 Batch - Receivables Matching Order  Transaction -

Foreign Currency Bank
Exchange Rate Type h Exchange Rate Date  Statement Line Date -
Open Interface Controls

[l use Reconciliation Open Interfaces Open Interface Matching Criteria  Transaction Mumber -

Float Status Clear Status
Manual Reconciliation Tolerances

Tolerance Amount Tolerance Percentage

Auto Reconciliation Tolerances

Payments

* Tolerance Amount  0.00 * Tolerance Percentage 0

Foreign Tolerance Differences - Tolerance Differences -



FMIS — Creating Bank Account

Receipts
* Tolerance Amount  0.00 * Tolerance Percentage 0
Foreign Tolerance Differences -
Cashflows
* Tolerance Amount  0.00 * Tolerance Percentage 0
Foreign Tolerance Differences -

Open Interface

* Tolerance Amount  0.00 * Tolerance Percentage 0

Cancel Back | Step 3 of 5
STEP 12 On the Cash field, click the ™ button.

* Cash

Jil

Unit. Fund . Responsibility Center. Authorizing
Crfficer.General Ledgerl.General Ledger2 Object
Codel.Object Code?. Special Code.Cash

Flowe. Future

STEP 13 Enter fields in the Search window that will open.

Search

= Unit
* Fund

* Responsibility Canter
* Authorizing Officer
* General Ledgert
General Ledger2

= Object Codel

= Object Code2

= Special Code

= Cash Flow

PLPPL PpL rP

= Future

g
t

_Cheate
Select Code Combination
No search conducted.

Tolerance Differences -

No.

Save and Next | Finish |
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STEP 14 On the Unit field, click the * button and the Search window will appear.

Field Name Description Remarks
Unit UP Unit e Required field
Ex. 02 (for UP Diliman) e Text field
e Numeric
Search
Selecting the Unit:
To find your tem, sslect = fiter tem i the puldonn list and enter a value in bhe et fied, then selct the "Go” batton, 1. Type the number of the unit from the list of
seachby[nt [¥] 02 (& values.
- 2. Click s button.
3. Results panel will be updated.
Select Quick Select Unit Description
: : v I 4. Click the button of the unit,
Aot i e and click the Select button.
EE

STEP 15 On the Fund field, Responsibility Center field and Authorizing Officer field, type or
search the value or you may leave it unspecified by typing “-”.

Field Name Description Remarks
Fund Fund e Required field
Ex. unspecified e Textfield
Responsibility Center | Responsibility Center e Required field
Ex. unspecified o Text field
Authorizing Center | Authorizing Center e Required field
Ex. unspecified o Text field
STEP 16 On the General Ledger 1 field, click the * button.
Field Name Description Remarks
General Ledger | General Ledger e Required field
1 Ex. 112 (for Cash in Bank-Local Currency, o Text field
Savings Account) e Numeric
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The Search window will appear.

Search
To find your item, select a filter item in the pulldown list and enter a value in the text fizkd, then szlect the "Go” button, Se I eCti n g th e U n i t:
sy [t g [7] & 1. Type the number of the general
— ledger from the list of values.
P N H _IE
Select Quick Select General Ledgerl Description e 2 ' CI ICk bUtton '
3 101 Cash in Vault (cash on hand) 3 Resu ItS panel W| ” be
3 102 Cash-Callecting Officars
3 103 Cash-Disbursing Officers u p d ate d !
! pely G Fnd 4. Click the — button of
: [ coton O the general ledger, and click
3 108 Cash-Mational Treasury, Modified Disbursement System
110 CASH - Local Currency, BANGKO SENTRAL NG PILIPINAS the Se I eCt b Utto n '
F 3 111 Cash in Bank-Local Currency, Current Account
o 5 12 Cash in Bank-Local Currency, Savings Account
. 5 13 Cash in Bank-Local Currency, Time Daposits
Previous 110 ] Mext 10 (3)
About this p

=R

STEP 17 On the General Ledger 2 field, Object Code 1 field, Object Code 2 field, Special
Code field, Cash Flow field,andFuture field, type or select the value or you may

(1321

leave it unspecified by typing “-”.

Gemare! Ladgmel
* Dt Codel

* Dbyt Codlal

Field Name Description Remarks
General Ledger 2 General Ledger 2 e Required field (yellow
Ex. unspecified field)
e Textfield
Object Code 1 Object Code 1 e Required field (yellow
Ex. unspecified field)
e Textfield
Object Code 2 Object Code 2 e Required field (yellow
Ex. unspecified field)
e Textfield
Special Code Special Code e Required field (yellow
Ex. unspecified field)
e Textfield
Cash Flow Cash Flow e Required field (yellow
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Ex. unspecified field)
e Textfield
Future Future e Required field (yellow
Ex. unspecified field)
e Textfield

STEP 18 The updated Search window will open as such with the corresponding resulting Code
Combination of the Cash Account Control.

Search

=unt [0z Q
WP DILIMAN
*Fund |- Q
Unspacisd
* Responsibility Canter |- Q
* Authorizing Officar |- Q
Unspecified
* General Ledgerl [112
(Cash in Bank-Lncsl Currency, Savings Account
General Ledger2 |- Q
Unspacisd
* Object Code1 |-

* Object Code2 |-

* Special Code |-

L ppr

*Cash Fow |-
Unspecified
* Future

s

Future

[ skd_Clear

Results

_Cheate
Select Code Combination
7y (02120

STEP 19 Clickthe © of the Code Combination you just created and you will be redirected
to the Create Bank Account: Account Controls page with the Cash field updated as
such.

[ cheste

*Cash 02.---112-----m
Unit.Fund.Responsibility Center, Authorizing
Officer.General Ledgerl.General Ledger2 Object
Codel Object Code? Special CodeCash
Flowi Future
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STEP 20 On the Cash Clearing field, do steps 13 through 16 and select the Code Combination
you just created and you will be redirected again to the Create Bank Account:
Account Controls page with the Cash Clearing field updated as such.

Search

* Unit

Q

* Fund Q

* Respansibility Canter Q
Q

* Authorizing Officer

* General Ledgerl |11 Q,
Cash-Claarance Account

General Ledger? Q
= Object Codet Q,
* Object Code? Q
* Special Code Q,
* Cash Flow Q
= Future Q,
Results
[ cleate
Select Code Combination
[T T S—

@ (028
02.101.913022L.- 118, -
02.184. 1187 1mvmm

@ [04-ra16-

[T —
Cash Clearing 02.-.-.-.118.-.-.-.-.-.-

Unit.Fund.Responsibility Center. Authorizing
Officar.General Ledgerl General Ledger2 Object
Codel Object Code? Special CodeCash

Flow, Future

STEP 21 Click |_Save and Next | to be redirected to the Create Bank Account: Account Access
page.

Account Owner and Use
Account Information

Account Controls

Manage Bank Accounts: Account Controls >
Create Bank Account: Account Access

Back | Step 4 of 5

Save and Next ‘ Finish |

Account Access

A t Contact
e o Bank Name 17 Bank Branch Name 17 Manila
Account Number 1717171717 Branch

Country Philippines
Click Add Organization Access to grant access to an organization.

Organizations

Add Organization Access
Treasury End Date Access

Details Organization
No results found.

Payables Payroll Receivables

Options

Cancel Back | Step 4 of 5

Save and Next | Finish |
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STEP 22 Click the | Add Organization Access | tton to be redirected to the Grant Access to

Organization page.

Hanage sank Accounts

Manage Bank Accounts: Account Access =
Create Bank Account: Organization Access
Bank Name 17 Bank Branch Name 17 Manila

Account Number 1717171717 Branch
Country Philippines

Grant Access to Organization

Enter the Account Access Options for this organization.
* Indicates required field
* account Use [T Payables
Payroll
[l Receivables
Treasury
* Organization
End Date

&~

Cancel Continue

STEP 23 Choose the Account Use by ticking the appropriate checkbox.

Manage Bank Accounts: Account Access >
Create Bank Account: Organization Access
Bank Name 17 Bank Branch Name 17 Manila

Account Number 1717171717 Branch
Country Philippines

Grant Access to Organization

Enter the Account Access Options for this organization.
* Indicates required field

* Account Use [V] Payables
Payroll

Treasury
* Organization
End Date

&l »

Cancel Continue
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STEP 24 On the Organization field, click the ~ button.

* Organization

No.

Field Name Description Remarks
Unit UP Unit e Required field
Ex. 02 (for UP Diliman) e Textfield
e Numeric

The Search window will appear

To find your item, select a filker item in the pulldown list and enter a value in the text field, then selact the "Go" button.

Search By | Name E _GI)
Results

Select Quick Select Name Organization Type
0 B UP Ciliman Operating Unit

=

About this Page

Lol s

Selecting the Name:
1. Type the name of the organization from the
list of values.

2. Click % button.
3. Results panel will be updated.

4. Click the ~ button of the
organization name, and click the
Select button.

STEP 25 The updated Grant Access to Organization window will then appear with the
Account Use and Organization fields updated.

Manage sank accounts [

Manage Bank Accounts: Account Access =
Create Bank Account: Organization Access
Bank Name 17 Bank Branch Name 17 Manila Branch
Account Number 3717171717 Country - phifippines

Grant Access to Organization

Enter the Account Access Options for this organization.

* Indicates required field

* Account Use Payables

Receivables

* Organization |UP Diliman

End Date

Cancel Continue
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STEP 24 Click the button to be redirected to the Create Bank Account: Account
Access Options page.

Manage Bank Accounts =

Create Bank Account: Account Access Options

Bank Name 17 Bank
Account Number

* Indicates required field

- Payables Options

1717171717
Organization UP Diliman

Branch Name 17 Manila
Branch

Country Philippines

Bank Charges

Realized Gain

Future Dated Payment

Payment Document Category |

Cash

Code.Cash Flow.Future

=2l

Unit.Fund.Responsibility Center, Authorizing Officer.General
Ledgerl.General Ledger2.Object Codal.Object Code2.

Cash Clearing
Spacal

Bank Errors

Unit.Fund.Respansibility Center. Authorizing Officer,General

Ledgerl.General Ledger2.Object Code1.0bject Code2.

Code.Cash Flow.Future

=<4

pecil

Realized Loss

Unit.Fund.Respansibility Center, Authorizing Officer,General

Ledgert General Ledger2.Object Codel.Object Code2
Code.Cash Flow.Future

£,

Specizl

Unit.Fund.Responsibility Center. Authorizing Officer. General

Ledgert General Ledger2.Object Code1.Object Code2
Code.Cash Flow.Future

Method

Specizl

e

Unit. Fund.Responsibility Center.Authorizing Officer.General
Ledgerl.General Ledger2.Object Codel.Object Code?.Special
Code.Cash Flow. Future

==
Unit.Fund.Responsibilty Center.Autharizing Officer.General
Ledgerl.General Ledger?.Object Codel.Object Code?.Special
Code.Cash Flow. Future

5,
Unit.Fund,Responsibility Center, Authorizing Officer.General
Ledgerl.General Ledger2.Object Codel.Object CodeZ. Special
Code.Cash Flow. Future

[C] pefault Settlement Account

Y D C 4= -“5 h\f b A
Receivables Options
GL Accounts
Cash

Bank Charges

Factored Receipts

BR Short Term Debt

Unidentified Receipts

Receivables Activities

. =%
Unit.Fund Responsibilty Center,Authorizing Officer.General
Ledgerl.General Ledger2.Object Codel,0Object Code?, Special
Code.Cash FHow. Future

Bt
Unit.Fund Responsibiity Center.Authorizing Officer. General
Ledgerl.General Ledger2.Object Code1.0bject Code2.Special
Code,Cash Flova. Future

0
Unit.Fund.Responsibiiity Center.Authorizing Officer.General
Ledgerl.General Ledger2.Object Codel.Object Code2.Special
‘Code.Cash Flow. Future

0
Unit.Fund.Respansibiity Center.Authorizing Officer.General
Ledgerl.General Ledger2.Object Codel,Object Code?.Special
Code.Cash Flow. Future

et
Unit.Fund Responsibiity Center.Authorizing Officer. General
Ledgerl.General Ledger2.Object Code1.0bject Code2.Special
Code,Cash Flova. Future

Unearned Discounts |LJPD_Unearned Discounts \

Claim Investigations |

Q
| &

Confirmed Receipts

Remitted Receipts

AR Short Term Debt

Unapplied Receipts

On-Account Receipts

0
Unit.Fund Responsibility Center,Authorizing Officer.General
Ledgerl General Ledger2.Object Codel,0bject Code?, Special
Code.Cash How. Future

Bt
Unit.Fund Responsibiity Center.Authorizing Officer. General
Ledgerl.General Ledger2.Object Code1.0bject Code2.Special
Code,Cash FloviFuture

0
Unit.Fund.Responsibiiity Center.Authorizing Officer.Ganeral
Ledgerl.General Ledger2.Object Codel.Object Code2.Special
Code.Cash Flow. Future

0
Unit.Fund.Respansibiiity Center.Authorizing Officer.General
Ledgerl.General Ledger2.0Object Codel,Object Code?.Special
Code.Cash Flow. Future

et
Unit.Fund Responsibiity Center. Authorizing Officer. General
Ledger.General Ledger2.Object Code1.0bject Code2.Special
Code,Cash FloviFuture

Earned Discounts |

| &
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STEP 25 On the Unearned Discounts field, click the

No.

button and the Search window will

appear.

Unaaimad HScounts "rﬁ_ Unaarmad [Msgounts %

Field Name Description Remarks
Unearned Unearned Discounts e Required field
Discounts Ex. UPD_Unearned Discounts e Text field

e Alphabetic

Search and Select: Uneamed Discounts

_{¥n- _5¥|a

To find your item, select a filter item in the pulldown list and enter a value in the text fisld, then select the "Go” button,

Search By | Name E| j

Results

Select Quick Select Name

o UPD_Unearned Discounts

=

Description Includes Tax
UPD_Uneamed Discounts No

About this Page

rir!

Selecting the
Discounts:
1. Type the name of the unearned

discountsfrom the list of values.

Unearned

2. Click e button.
3. Results panel will be updated.

4. Click the button of the
name of the unearned discounts,
and click the Select button.

STEP 26 Click the Apply button and this will redirect you to the updated Create Bank Account:

Account Access page.

Manage Bank Accounts

M Bank A ts =
Account Owner and Use o0 DAnE AGEOUMTS

: Create Bank Account: Account Access
Account Information

Account Controls
Account Access

Account Contact Bank Name 17 Bank

Account Number 1717171717

Branch Name 17 Manila
Branch

Country Philippines
Click Add Organization Access to grant access to an organization.

Organizations

Details Organization Payables Payroll
& Show UP Diliman O

Receivables

| & s

Cancel Back | Step4 of 5

Save and Next ‘ Finish ‘

Add Organization Access ‘

Treasury End Date Access Options

Cancel Back | Step 4 of 5

Save and Next | Finish ‘
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STEP 27 Click the _Finish | button to end the process and be redirected to the Bank Accounts
page with the prompt that you have successfully created an account.

Manage Bank Accounts

Manage Bank Accounts: Account Access >

D Confirmation
The Bank Account '17 account' has been created.

Bank Accounts

Simple Search

Advanced Search

Account Name Q Alternate Account Name Q
Short Account Name Q Account Number
Account Owner Q Currency Q
Bank Name Q Branch Name |17 Manila Branch Q
[[6o ][ clear an
Select Account | Update Account | Manage Payment Documents | | | Create

Select Account Name Alternate Account Hame  Short Account Name Account Number Bank Name Bank Number Branch Hame Branch Number
® |17 account 1717171717 17 Bank 17 Manila Branch



U FMIS — Creating Bank Account No.

Result Information:
Expected Results
e Bank account details are created and saved.

& Conbirmation

The: Bank Account "17 sccount’ has been created.

DISCLAIMER: The screenshots in this document are for illustration purposes only and may not be the same as the final user interface.



