Process ID

Process Name
Information System
Functional Domain
Responsibility

Purpose
Data Requirement

Dependencies

Scenario

University of the Philippines

Financial Management Information System

User Guide

TSFM30004-A

Accounting Office Pre-Audit and Application of Taxes Withheld

Financial Management Information System

Accounts Payables Module

Payables Pre-Audit

Entering withholding tax dodes and checking the completeness of the
Disbursement Voucher (DV)

Tax Codes/Distribution codes / Account Codes

Required attachments / documents

DVs are already created in FMIS and DV number is indicated in the transmittal
slip.

The Accounting personnel will indicate proper tax codes applicable to the
transaction available in the LOVs and check the completeness of the DV details
including confirmation of the account codes in the distribution lines.
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Process Steps

Process Details

1

From HOME proceed to Main Menu and click Payables Pre-Audit(Refer Fig .01)

Fig. 01
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Click on Disbursement Voucher (Refer Fig. 02)

Fig. 02
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Click on Entry (Refer Fig. 03)

Fig. 03
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Click on DV (Refer Fig. 04)

Fig. 04
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) Batch Actual Total
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‘Operating Unit HCustomer Tascpayer Id|Type ”PO Numbe”Trading PEHSuppI\er Num”SuppI\er ‘S\tz“DV Date HDV MNumber ”\nvo\c E
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_ 2 Lines 3 Holds 4 ¥iew Payments 5 Scheduled Payments & ¥iew Prepayment Applications
. Summary Amount Paid Status
Flg- 05 Iterns ’ﬁ 0.00 Status |Mever Walidated
Rerainage ’7 Accounted |Unprocessad
Frepayments Applied ,7 Approval ’P@qtﬂred—
Withholding ,7 Holds ’_
Subtotal Scheduled Payment Holds ,7
Tax ,7
Freight ,7
Miscellaneous ’7 Description
Total ’7
( Actions,., 1 | I Calculate Tax ‘ I Tax Details ) ( Corrections ) ( Quick Match ( Match ) (AH D\st[lbutlons)
5 To change the column arrangement, click the folder icon. (Refer Fig. 06)
Opearating Unit Customer Taxpayer I[| Typ
Fig. 06 B UF Diliman | o |Star
Open Folder window will be shown, choose UP DV with owner RMINLAYO and click
6 .
OK. (Refer Fig. 07)
Qpen Folder
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7 Click Find Icon. (Refer Fig. 08)
i .
Fig. 08 ﬁ%]@l&?%ﬁ%@l%
—J
3 Enter at least one criteria for finding a DV or a group of DVs for approval such as the
DV Number, Date and etc. Click Find button. (Refer Fig. 08)
O Find Invoices
Trading Partner
Mame | r Supplier Mumber ‘
Supplier Site Taxpayer |D ‘
PO Num | |PO Shipment: -]
Inwoic
MNumber 7600 |Terms: v| ‘
Type 'l |Pa\.f Group: '| ‘
Amounts | - | Invoice Batch ‘
Dates | = | Currency ’—
F|g 08 Invoice Status
Status | v| Accounting ‘ v|
Approval | v| Payment ‘ v|
Youcher Audit Helds
Category | Status "
Mame | Mame
Numkbers | | Reason ‘
( Calculate Ealance Chwed. .. )I ( Clear )I ( [ley I Find
9 Click the the “2 Lines” tab and click the folder icon. (Refer Fig. 0940)
1 Ceneral 3 He
Fig. 09
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10 Open Folder window will show and choose UP DV Lines. Click OK (Refer Fig. 10%)
Open Folder .
Fitd O Lines%
D Lines RINLAYO
Fig. 10
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11

Fig. 11

12

Fig. 12

13

Select appropriate Withholding Tax Group as necessary under DV line items. (Refer

Fig. 11)

Withhalding Groups

Fin|%

Group Mame
I W 020
M WWE 040
B WWE 050
MWWE 070
MYWE OS0 & MNAWC 010
BOWWE O30 & MW 120
BB 080 & MWC 187
BYWE 080 & MW 640
MWWE OB0 & MWI010
BWWE 080 & MW 020
BB 080 & MW 050
BB 080 & MW 0B0

MWWE 020 & MW 020
(YN =R =Ty W AR W= Ty

n

Drescription
Tax an Carriers and Keepers of garages
Franchize Tax on Gas and VWater I Milities __

Tax on Life Insurance Premiums
EViT-professionals -lawyers, CPAS, endi..
EWiT-prime contractorsisub-contractors
EWT- income payments made by the goy...
EWT- income payments made by the gow..
EViT-professionals -lawyers, CPAS, endi..
EWT- professional enterainers{Gross In..
EwT-management and technical consult...
EwT-husiness and bookkeeping agents .
EViT-ather recipient of talent fees-{(Gross...

EWT_fooco nf dirartars swwhn ara not amnln

(Eind ( ok

[Qancel),l

Click the Distributions button. (Refer Fig. 12)

( Discard Line 1 | [| Qistributicons |]

Al

Distributions window will open. (Refer Fig. 13)

No.
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O Distributions (Pays ntant, UPD) - UP Diliman, 7605, Ar Liguide Philippines

Line Mumber |1 Line Total |1.00
Line Description ‘test Distribution Total (0,00
@ B
‘Type HAmount HGL Date HAccount HAsset Book HDescription
I1 item \ [08-mar-2014 || \ ftest m
1/ \ \ | \ \
1] \ \ | \ \
[ \ \ | \ \
1/ \ \ | \ \
I | | | —|
Fig. 13 I | | [ | |
1/ \ \ | \ \
1] \ \ | \ \
[ \ \ | \ \
1/ \ \ | \ \
1/ \ \ | \ \
[ \ \ | \ \ g
A ioanan | 3
Status ’W Distribution Class W
Accounted |Unprocessed Associated Charges
Account Description ‘
( Rewerse 1 ( Tax Distributions ( Yiew PO ( Wiew Recaipt
Enter the amount in Amount field. Once Account field is selected, button will
14
appear. Click the button. Accounting Flexfield window will open. Fill up the
yellow fields and click OK. (Refer Fig. 13)
Responsibility Canter
Budget Segment
General Ledger 1
General Ledger 2 |
Fig. 14 Ohject Code 1
Object Code 2
Special Code
Cash Flow
Future
e e e | 3
l jo]8 I ) Cancel ) (Combinations| [ Clear ) ( Halp )
15 When necessary changes have been made, press @ or CTRL + S and close the tab.
16 Click the General Tab. (Refer Fig. 15)
2 Lines 3
Fig. 15
summary
ltarns | 2EANN
17 Click Actions button. (Refer Fig. 16)
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No.

|

Fig. 16
( Actions,.. 1 | | Calc
18 Tick Initiate Approval and click OK. (Refer Fig. 17)
O [nvoice Actions
“Yalidate
“Yalidate Belated Invoices
Cancel lnvoices
Apply/Unapply Prepayment. ..
Bay in Full...
Create Accounting
® Diraft
= Final
= Final Post
Earce Appraval
Fig. 17
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Stop Appraval Hold Mame |
Release Holds

Felease MName |
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Frinter |

Sender Mame |
Sender Title |
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O Invoice Actions

[Talidate Related Invoices
[T Cancel Invoices
[ ApplyfUnapply Prepayment.. .
Pay in Full...
Create Accounting
® Draft
C Final

' Final Post

Initiate Approwal

stop Approval Hold Name |
Release Holds

Felease MName |

Felease Reason |

Frint Motice

Printer |

Sander Mame

Sandar Title |

[( oK | [ Cancel |

Check if the- Status is Initiated, Unpaid and Never Validated.

19 (Refer Fig. 18)
Status
Status Mever Walidated
Accounted Mo
Fig. 18 Appraval [Initiated

Holds 0
Scheduled Payment Holds U

No.



