Process ID

Process Name
Information System
Functional Domain
Responsibility
Purpose

Data Requirement
Scenario

University of the Philippines

Financial Management Information System

User Guide

Report of Collections and Deposits
Financial Management Information System
Accounts Receivables Module

Receivables Cashier

To generate Report of Collections and Deposits

Receipts collected and saved through AR Receipts

Cashier wants to generate the Report of Collection and Deposits after
performing the receivables function and saving the receipts.
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Process Steps

1

Fig. 01

Fig. 02

Fig. 03

Process Details
On the Main Menu, go to Receivables Cash (Refer to Fig .01)
Note: If Receipts window is already open, proceed to Step 4
= M R ceivables Cash, UPQ
[ Transactions
Ll Receipts
Then click on Receipts, and then Receipts. (Refer to Fig. 02)
B O Receivables Cash, UPC

0O Transactions
=0 Receipts

Receipts Summary
B [ Netting

The Receipts window will open. (Refer to Fig. 03)

O Receipts (UP Cebu : PHF)

Receipt Balances

| Unidentifiec
i 17-MAR-2015
Receipt Method Receipt Date Applied
Receipt Number GL Date [17-MAR-2015
On Account
Receipt Amount  FHF Maturity Date | 17-MAR-2075 .
Unapplied
Receipt Type | Standard = Functional Amaount Cash Claims
Stats I Prepayments
Main | hore
Detail Custormer Bank
Id
entiy By Earmed Discounts
Trans Mumber X
Unearned Discounts Name
Custorner Aecount
MNarme Bank Charges
MNumhber Remittance Bank
Location Name
Taxpayer [D Branch
Account
Reference Comments

Postmark Date

Confirm... 1 Beverse .. 1 Receipt Histary Search and Apply Apply

On the menu, located on the top of the screen, go to View, and then Request. (Refer
to Fig. 04)
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Fig. 04

|| Oracle Anplications - Praduction Tnstance

File EMFD!der Taonls Acthons  Window Help

Zoam

Find...
Retei Fing o

Recard

, _
Query By Example | - Receipt Date

Translations...
Attachments... | Ltandard v| Functional Amount

SurmmargDetail |

W Show Mavigatar B g (] el [ A1 @ D S| ?

a8 GL Date
|F HF | Waturity Date

BN E

m L. B LESTS

The Find Request
05)

window will open, click on Submit a New Request. (Refer to Fig.

Fig. 05

B

Reguest I My Requests In Progress

l ' Specific Requests

My Completed Requests

— O x

Reguest ID
Narne |

Date Submitted

Date Completed

Status | |
Phase | |

Reguestar |

[Tlnclude Reguest Set Stages in Query -
Order By |Request D '|

Select the Mumber of Days to Wiew: i

Submit a Mew Reguest... ) ( Clear | l Find )

The Submit a New Request window will open. Choose Single Request as the type of
request you want to run, then click on Ok. (Refer to Fig. 06)
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Fig. 06

Fig. 07

O Subrmit a Mew Reguest

What type of request do you want to run?

® Single Request

This allows you to submit an individual request.

' Request Set

This allows you to submit a pre-defined set of
requests.

( oK Cancel ]

r,

The Submit Request window will open. On the Name field, type in the name of the

report or search for it through the list of values by clicking the ellipsis button |_ .
(Refer to Fig. 07)

© Submit Request
Run this Reguest. ..

Mame || |—

Operating Unit

Parameters

Language |American English

( Language Settings... [ Debuy Options
At these Times. ..

Run the Joh As Soon as Possible ( Schedule.

Upon Completion...
¥ Save all Output Files

Layout |UF' Repart of Collection and Deposits [ Options. ..
Natify |
. : Delivery Opts
Print to |n0pr|nt |

Help (C] ( Submit | [ Cancel )

The Reports window will open, type in the name of the report. For this user guide,
type in “UP Report of Collection and Deposits”, or type in a portion of the name of
the report enclosed in ‘%’, e.g. %UP%. Select the report and click OK. (Refer to Fig. 8)
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Fig. 8

Fig. 09

10

No.

Repors
Find %P %
MHarme Applicati =
Duplicate Customer Report Receival
Crdering and Grouping Rules Listing Receival
UP Cehuy Official Receipt (OR) Receival
Recerwal

elP Official Receipt

1

P Wisrallananys 05 LEh-H

LIF Dilitnan Official Receipt (OR)

Bergival -

LIP Systern Official Receipt (OR)
LIPWTC Official Receipt (OR)
LIP visayas Official Receipt (OR)

Suhledger Accounting Balances Update
Update Subledger Accounting Options
Upgrade Histarical Subleddger Transaction Accounting

( Eind ( oK | Cancel |

Receival -

Receival

Receival

Receival

Suhledy

Subledy

Suhledg ™
3

After typing in the name of the report, the Parameters window will pop-up. Enter
the required parameters and then click OK. (Refer to Fig. 09)

© Parameters

Date Caollection ||

Bank Account |

Repaort Mumber |

Output |DRAFT
1

| r

[Qancel)l (Clearjl (Help J

Field Name

Description

Remarks

Date Collection

Date of collection

e Required Field
e DD-MMM-YYYY

Bank Account

Bank Account where
receipts are collected

e Required Field
e Select from List of
Values

Report Number

Internal Report Number

e Free text

Output

Draft or Final

e Select from List of
Values

Click Submit.(Refer to Fig. 10)
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O Submit Reguest
Run this Reguest...
Copy...
Mame r
Operating Unit
Parameters |09—FEEI-2015:UF'C LEP CA 3172-1001-00:1:DRAFT
Language |Americ:an English
( Language Settings... [ Debuy Options
. At these Times. ..
Fig. 10 Run the Job A5 Soon as Possible ( Schedule. . |
Upon Completion...
¥ Save all Qutput Files
Layout |UF' Report of Collection and Deposits [ Options. .. |
Notify |
. ; Delivery Opts
Print to |n0pr|m
Help () i Submit || Cancel J
A Decision window will pop-up, asking if there is another request to be submitted.
11 . .
Click No. (Refer to Fig. 11)
O Decision
@ Request submitted.
(Request |0 = 1292738)
Fig. 11
Submit another request?
Mo
12 Click Find. (Refer to Fig. 12)
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Fig. 12

C Find Reguests

Ty Completed Requests
Ty Requests In Progress

= Specific Requests

Reguest ID

Mame
Date Submitted
Date Completed
Status
Phase

Reqguestor

[Include Reguest Set Stages in Gluery

Order By |Request ID v|

Select the Mumber of Days to Wiew: 7

I Find )

Submit a Mew Request... Clear
)

13

The Requests window will come up. It contains all the requests the user has made.
Once the request has been Completed with a status of Normal. Click on View
Output. (Refer to Fig. 13)

Fig. 13

( Refresh Data | [ Find Reguests J ( Submit a Mew Reguest. .. )

Reguest ID Farent

, M , Rl Bt Reratrrster
l m UP Report of Collection ang Completed Marmal 107, 2015/02/09 00:00:00, , 17 =

|132811? UP Report of Callection ane Completed Marrmal 107, 20150209 00:00:00, | 17
1322604 [Open Period Balances [Completed  |[Normal 1101, 2022, DEC-15
1322602 [Open Period [Completed  [Normal \UPD2022(PHP), 1000, 2022,5 -

1

Hald Reguest [ YWiew Details.. J [ Wiew Output ]

T

( Cancel Reguest [ Diagnostics ) ( Wiew Log. .. )

14

The report in PDF format will be loaded on the Browser. You may print or
save the report (Refer to Fig. 14)
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x ‘ Oracle lications R12 % | FNDWRR.exe x \

Oracle Applications Home Page % ‘

putoder.up.eduph

[#) Most Visited { | Getting Started { | FMIS [ Supplier Registration

REPORT OF COLLECTION AND DEPOSITS
P Cebu
Agency

09 February 2015
Date

Report No:

Bank AccountNo:  UPC LBP CA 3172-1001-00
Fund: Sheet No

General Fund (101)

Payor Particular

‘Center Code
[ Faul Tason Ferer | Urappies Recept

Fig. 14

Undeposted Coliection per last Report 0.00
Golections per OR Nos. 0032480 to 0032430 600000

Undeposted Collection, this Report 600000

CERTIFICATION

| nereby certity on my official oath that the above is a frue statement of all colestions received by me
Guring the period stated above for which Official Reseipt Nos. 003240 to (132490 inclusive were actualy
thereon. | also certfy that | have not ressived maney from whatever
i ihereaf. Collestions
respestive colection report
with the bal inmy Cash

source without having issued
received by in
numbers. | certity further

Reseipts Record.

Paul Perez
Narme and Signature of Collesting Officer
16 Agri 2015
Date

fcial Designation

Verify if the data is correct. If there are no issues, repeat steps 5 — 14 with Output

15 .
Parameter set to Final.



