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Process Name
Information System
Functional Domain
Responsibility
Purpose

Data Requirement

Dependencies
Scenario

University of the Philippines

Financial Management Information System

User Guide

TSFM20006
Creating Miscellaneous Receipts (Miscellaneous Collections)
Financial Management Information System
Accounts Receivables Module
Receivables Cash
Creating a Receipt
e Receipt Number

e Amount
e Invoice information
e Activity

Bank Account Set-up, Receivable Activities Set-up

Create miscellaneous receipts to record the cash collected without a
particular bill. In UP, miscellaneous receipts will be used mainly to record
the cash collections from the Special collecting officer, return of cash
advances and interest income etc.
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Process Steps Process Details
1 From HOME proceed to Main Menu and click Receivables Cash (Refer to Fig .01)
IE| [ Receivables Cash, UPS
Fig. 01 H [ Transactions

| Receipts
2 Click on Receipts (Refer to Fig. 02)

20 Recevables Cash, UPS
Fig. 02 £ Transactions
Receipts

3 Then click on Receipts under the Receipts folder (Refer to Fig. 03)

=l Receivables Cash, UPS
B3 Transactions
Fig. 03 =lF

= Receipts Summary
The Receipts window will open. Change the Receipt Type by clicking on the drop

down button (Refer to Fig. 04)
O Recaipts (UP 5 4
Receipt Balances
Unidentified
21-FEB-2015
He:e.\pt Wethod Receipt Dats Applied
Receipt Murnber GL Date |21-FEB-2015 On Account
Receipt Amount  PHE Maturity Date |21-FEB-2015
i - Unapplied
| Receipt Type S Functional Amount ash Claims
1 [ 1 Prepayments
fain | Mare
Detail Customer Bank
. Idenllfyfy — Earned Discounts

rans Number
Flg' 04 Unearned Discounts Mame
Custorer ACERITH

Marme Bank Charges
Number Remittance Bank
Location e
Taxpayer ID Branch
Account
Reference Comments
Postmark Date
Confirm... 1 Beverse... 1 Receipt History Search and Apply Apnly
5 Select Miscellaneous (Refer to Fig. 05)
Receipt Type  Standard -
Fig. 05

el [iscellaneous
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6

Fig. 06

The Main tab fields will change accordingly. Fill-in the required details (Refer to Fig.

Receipt Reference

Type

Receipt Mathod Receipt Date |21-FEE-2015
MNumber

Receipt Mumber GL Date |21-FEE-2015
Customer Name

PHPRE
Receipt Amount Maturity Date Custarmer Num
Receipt Type | Miscellaneous = Functional Amount
Location
Sla [L Taxpayet ID
Main | hore
Paid By Custormer Bank
Mame
Purpose (e
Activity Account
Distribution Set Tax Amount
o Rerittance Bank
Tax Code Tax Rate % Name
Tax Account el
Description Account
Reference Commerts
Fostmark Date
Confirm... 1 Reverse... 1 Receipt Histary Search and Apply Distributions
Field Name Description Remarks

Receipt Method

Bank Account where
Receivable Activities will
be deposited

e Required Field
e Select from List of
Values

Receipt Number

Receipt number based on
issued printed OR

e Required Field
e Must be unique

Receipt Amount

Amount received

e Required Field
e Numeric value

Receipt Date

Date of Receipt

e Required Field
e Default value is
current date

GL Date Date of General Ledger e Required Field
e Default value is
current date
Paid By: Name Name of the payor e Text field

Purpose: Activity

Receivable activities

e Required field
e Select from List of
Values

Comments

Comments

e Text field

After filling up the necessary details of the Miscellaneous Receipt, click on the
Flexfield that can be found on the Receipt section (Refer to Fig. 07)
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Receipt

Receipt Method |UPS LBP GF - 2166
Receipt Nurmber 12345

Receipt Date |21-FEB-2015
GL Date 21-FEB-2015

Fig. 07 Receipt Amount  |PHP 5,000.00 Maturity Date
Receipt Type |Miscellaneous i Functional Amount 5,000.00
State Confirmed [ !
3 The Receipt Information window will appear. Fill-up the required fields then click OK
(Refer to Fig. 08)
© Receipt Information
Depasited | J
Cash Inflow
Date Deposited
1] 4
( (0]34 | Qancel)l Clear)l Help )I
Fig. 08 - —
Field Name Description Remarks
Deposited Select Yes if amount e Required Field
received is already e Select from List of
deposited in the bank, Values
otherwise, select No
Cash Inflow Cash inflow o Text field
Date Deposited Date when Cash is e Required only when
deposited in the bank Deposited field is Yes
9 After filling-up the Receipt Information, save the Receipt by clicking on the Save icon
(Refer to Fig. 09)
Fiz. 09 File Edit iew Folder Tools Actions Window Help
Y0 |8 P € IhEy LEIDS5S T
10 A confirmation of the that the receipt is successfully saved will appear at the lower
left corner of the screen (Refer to Fig. 10)
Fig. 10 FRM-40400: Transaction complete: 1 records applied and saved.
Record: 1/1 | N | | =08C>
11 Click on the Down Arrow Key of your keyboard to start a new Receipt or by clicking
on the New icon (Refer to Fig. 11)
File Edit ‘iew Folder Tools Actions Window Help
Fig. 11

HYO Fs8SP

€ [[] <=

28095 2



