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1. DOCUMENT CONTROL

1.1 Change Record

Date

2 February 2015

31 August 2018

02 May 2023

1.2 Description

Process ID
Process Name
Functional Domain
Responsibility
Purpose

Data Requirement
Dependencies

Scenario

Creation of Transactions

Kezia Maricar C. Mercado 2.0

Mark Jason D. Ellazar

Author Version Change Reference:

Efren V. Sia 1.0 Initial

Added Line Transaction
Flexfield instructions
e Pages 16 to 20, steps nos. 11
to 14, added steps for
transactions with VAT
30 e Page 9, step no. 5, updated the
' transaction table
e Pages 5to 23, steps nos. 1to
16, updated new sample
screenshots

Creation of Transactions

Account Receivable Module

Receivables Billing

Billing a Customer

Customer information, Billable activities

Transaction Types Set-up, Transaction Sources Set-up, Memo Lines
Set-up, Customer Creation, Bill Presentment Set-up

A customer is being billed (e.g. Hospital Bills, Rentals, Loans)
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Google
Signin

Use your Google Account

Email or phone

Forgot email?

Not your computer? Use a Private Window to sign in.
Learn more

Create account m

English (United States) ~ Help Privacy

Terms
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Step 1. Goto uis.up.edu.ph

Step 2. Log-in your UP Mail
credentials (e.g. username and
password)



Navigator

4 W Receivables Billing, UPS
4 B Transactions
[¥#] Batches

Batches Summary

&l

[¥8 Transactions

(«8 Transactions Summary
(8 Credit Transactions
[=5 Copy Transactions

» Bm Customers

» BB View Receipts

» Em Other
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Step 3. On the UIS Home Page
proceed to Navigator and
choose the Receivables Billing,
<CU> responsibility.

Navigate to Transactions >
Transactions.



Doc Ref: ITDC - FMIS - UM — Creation of Transactions - 02052023 — ver.3.0

Step 4. Java application will
launch with Security Warning,
Tick the Checkbox and click
Run.

Do you want to run this application?

Creation of Transactions
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N R[>  Step 5. The Transactions
Tmmmnsgum [ = Date 02MAY20DS SR [ window will open. Fill-up the
Number | GL Date f Tax | reC]UWEd fields.
Class | -| Currency W Freight |
Type l Document Num Charges ‘
Reference | Transaction |’— [r] i Total ’ -
Legal Entity { [ Complete , Details ( Refresh '
— More Notes Commitment = Reference Information -
Ship To Bill To Sold To
Name [ [ Name {
Number [ [ Number [
Location ’ [
Address [ [ Paying Customer
I [ Name [
l [ Number [
Contact I I Location {
Commitment { Payment Details
Payment Term | Receipt Method |
Invoicing Rule | - Payment Method |
Ble.Date [77 Instrument Number |
[ Select Instrument

( Lipe ltems I | Tax ‘ Freight Distributions J { Sales Credits ) Incomplete

Creation of Transactions )
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Field Name Description Remarks
Source Source of Transaction Required field
(e.g. Rental, Loan,Hospital Bill) e Select from List of Values
Number Transaction Number Required field
e Alphanumeric Field
Class Invoice, Credit Memo, Debit Memo, etc Required field
e Auto-populated depending on the Source value
Type Type of Transaction Required field
e Auto-populated depending on the Source value
Legal Entity The Organization that Bills Required field
(e.g. UP System) e Auto-populated depending on the Source value
Date Date of Transaction Required field
e Default value is current date
e Date (DD-MON-YYYY) e.g. 01-JAN-2023
GL Date Date of Genereal Ledger Required field
e Default value is current date
e Date (DD-MON-YYYY) e.g. 01-JAN-2023
Bill To Customer to be billed Required field
e Select from List of Values
Payment Terms Terms of Payment Required field
(e.g.Immediate, 30 NET, etc) e Select from List of Values
Receipt Method Method of Payment Optional field
e Select from List of Values

Creation of Transactions
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Transaction

Source [UPS Invoices

Number [

Class [Invoice

Type [ITDC Billing

Reference [

Date |02-MAY-2023
GL Date |02-MAY-2023

Currency |PHP

Document Num

Transaction

Legal Entity |UP System

[ Complete

([ h

Details

Balance Due

Line
Tax

Freight
Charges
Total

Step 6. After filling up the
121> necessary fields, click on the

Save icon.

Refresh

— Mare Notes Commitment | Reference Information n
Ship To Bill To Sold To
Name [ lMark Jason Dayandate Ellazar Name [Mark Jason Dayandate Ellazar
Number | 78850 Number (78850
Location | 85880
Address [ [288 gremville subd tsora Paying Customer
l [ Name [Mark Jason Dayandate Ellazar
I ... Philippines Number 78850
Contact | l Location 85880
Commitment | Payment Details
Payment Term IMMEDIATE Receipt Method |UPS LBP TF 1750 |==
Invoicing Rule [ = Payment Method
Due Date [W Instrument Number
l Select Instrument
( Line ltems I [ Tax I { Freight Distributions | { Sales Credits ) Incomplete
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Step 7. Upon saving, some of
mmwwn&ume UPS Invoices Date [02-MAY-2023 T the fields will become un-
Number 5636 GL Date [02-MAY-2023 Tax | editable.
Class |Invoice v Currency PHP Freight ) .
Type [ITDC Billing DocumantiNum Charges | Click on the Line Items to add
Reference | Trarmactadl Total | Billable Activities or Memo Lines
Legal Entity \UP System S [ Complete Details Refresh to the customer.
Mare Notes Commitment = Reference Information
Ship To Bill To Sold To
Name ’ [Mark Jason Dayandate Ellazar Name Mark Jason Dayandate Ellazar
Number | 78850 Number [78850
Location | 85680
Address | 1288 gremville subd tsora Paying Customer
' Name Mark Jason Dayandate Ellazar
Philippines Number |78850
Contact | Location 85880
Commitment Payment Details
Payment Term |IMMEDIATE Receipt Method |UPS LBP TF 1750|
Invoicing Rule = Payment Method ,
Due Date 02-MAY2023 Instrument Number
Select Instrument
Line ltems || Tax | Freight | Distributions Sales Credits Complete

11
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O Lines (UP System) - Mark Jason Dayandate Ellazar, 5636 O] x] Step 8. The Lines window will
Transaction Lines Tax Freight | open. Add the Billable Activities
v . .
3 Total oo or Memo Lines to each line.
Main Sales Order  Tax Exemption Rules Ship To Information More

Num  Item Description UoOM Quantity Unit Price Amount Tax Classifica Trans

Ll

4|

4 3

( Tax | | Tax Information ) Freight Distributions Sales Credits

Creation of Transactions 12
File Ref: ITDC - FMIS - UM — Creation of Transactions - 02052023 — ver.3.0



Doc Ref: ITDC - FMIS - UM — Creation of Transactions - 02052023 — ver.3.0

Field Name Description Remarks
Num Line Item Number Required field
e Sequential
Description Description of the item to be billed to the Required field
customer e Select from List of Values
¢ Can be entered manually
UOM Unit of Measure Required field
e Auto-populated depending on the Description value
Quantity Quantity to be billed to the customer Required field
e Numeric value
Amount Amount to be billed to the customer Required field

e Auto-computed

Transaction Flexfield

For additional Details

Optional field
e Select from List of Values

Creation of Transactions
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O Lines (UP System) - Mark Jason Dayandate Ellazar, 5636 Step 0. (Op“onaj) CIICk on the
Transaction Lines Tax Freight Transaction Flexfield to enter
Tota 5,000.00 “  additional line details.
El
_ Sales Order  Tax Exemption Rules Ship To Information Mare
|Num ||Item ||Descrip1ion | IUOM || QuantityII Unit PriceII AmoumHTax CIassiﬁcaI Trans
| Electricity lkw I 30 | 100 | 3,000.00 | =
B: | Water m? I 40| 50 | 2,000.00]|
[l I I | | | I I
[ I I | | | I I
[ I I | | | I I
[l I I | | | I I
[l I I I I I I I
[l I I I | | I | &
[l | | | | | | |
[l | | | | | | |
[l | | | | I I | | |
( Tax I I Tax Information ) Freight Distributions | l Sales Credits J
Creation of Transactions 14
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Step 10. The Line Transaction
Flexfield window will open.
Context Value \UP Guest House Billing UP Guest House Billing Se'_eCt a context value. Available
' options for UP are UP Guest
Start Date | o L
; House Billing and UP Utilities
End Date Billing to the customer.
4| | b

, _ _ _ . . Then enter the additional line
OK Cancel | | Clear | | Help | details and click OK.

© Line Transaction Flexfield

Context Value .UF' Utilities Billing UP Utilities Billing
Start Date
End Date |
Previous Reading |

Present Reading |

4| | »

oK 'Qancel ._JI . Clear -J,I - Help .I

7

Creation of Transactions
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O Lines (UP System) - Mark Jason Dayandate Ellazar, 5636 ™ = B Step 11. (Opt|0na|) On the
Transaction Lines Tax Freight Lines window, click Tax to enter
Tota 5,000.00 “  additional tax line details.
3|
_ Sales Order ~ Tax Exemption Rules Ship To Information More
INum Hhem ||Description IIUOM || Quantity” Unit PriceH AmoumHTax CIassiﬁcaHTrans |
- Electricity lkw | 30| 100 | 3,000.00| | | =
2 | Water m? | 40| 50 | 2,000.00 | |
[ I I I | | I I
[ I I I | | I I
[ I I I | | I I
[ I I I | | I I
[ I I I | | I I
[ I I I | | I I =
[ I I I I | I I
[ [ I I I I I I I
[l I | | I I | |
4] - |»
Tax | Tax Information ) Freight Distributions I I Sales Credits ;I
Creation of Transactions 16
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Step 12. On the Detail Tax
3| Lines window. Fill-out the
o required fields.
Detail Tax Lines
For this Line v X X i
Untick the Inclusive checkbox if
transaction is exclusive of tax.
Trans Line I Tax Line Nur | Tax Regime Coc |Tax diction Tax Status Rate Name Rate Tax Amount Inclusive |
| 1 1 |UPS_TAX_REGI [VAT _TAX_JURISDIC |UPS_TAX_STATL [VAT12_164 12.00 321.43 Click OK
If applicable, do the same for the
other lines.
1| »
Tax Regime |UPS_TAX REGIME_CO Tax Regime Description \UPS TAX REGIME
Tax |VAT Tax Name |VAT
Tax Status |UPS_TAX_STATUS_CO Tax Status Description |UPS TAX STATUS
oK ) Cancel )

Creation of Transactions
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Field Name Description Remarks
Rate Name Tax name Required field

e Select from List of Values
Rate Tax percentage Required field

e Auto-populated depending on the Rate Name value
Tax Amount Tax amounting Required field

e Auto-populated depending on the Rate Name value
Inclusive Tax Inclusive or Tax Exclusive Optional Checkbox

e Default selection is Inclusive Tax

Creation of Transactions
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BP0 8SP RXDDBDER LI YPGE ? Step 13. After filling-out the Tax
O Lines (IUP System) - Mark Jason Dayandate Ellazar, 5636 deta”s’ click on the Save icon.
Transaction Lines Tax Freight
Total | 560000 | 500000 | 600.00 0.00 v
£
_ Sales Order  Tax Exemption Rules Ship To Infarmation Mare
‘Num ||Item ||Description | |UDM H OuantityH Unit PriceH AmountHTax CIassiﬂcaHTrans |
Bi Electricity lkw | 30| 100 | 3,000.00 | ( =
2 Water m? ( 40| 50 | 2,000.00 (
| | | | ( ( | |
[ | | | [ [ | |
B | | | | | | |
[l | | | | | | |
L { { | | | | |
| { { [ { { { [ ©®
[l | | [ | | | [
| | | | | | | |
[l { { [ | | | [
T I T
( Tax I [ Tax Information ) Freight Distributions | [ Sales Credits JI
Creation of Transactions 19
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O Lines (UP System) - Mark Jason Dayandate Ellazar, 5636 O] x|
Transaction Lines Tax Freight
Total 5,600.00 5,000.00 600.00 0.00 v
3|
Main Sales Order  Tax Exemption Rules Ship To Information More
.Num .Item . Description . .UOM . Quantity [ Unit Price [ Amaount .Tax Classiﬁca. Trans .
[ | Electricity kW 30 100 3,000.00 —
2 Water m® 40 50 2,000.00
1 »
( Tax | l Tax Information ) Freight Distributions Sales Credits )

Creation of Transactions
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Step 14. Upon saving, the Total
bill amount including the
breakdown will be shown.

If there are no other Billable
Activities or Memo Lines to be
added, close the Lines
window.

20
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O Transactions (UP System : PHP) ™ = B3
Transaction Balance Due
Source Date [02-MAY-2023 Line
Number 5636 GL Date |02-MAY-2023 Tax
Class |Invoice v Currency |PHP Freight
Type |ITDC Billing Document Num Charges
Reference Transaction Total
Legal Entity |UP System ' [ Complete Details Refresh
Main i More Notes Commitment = Reference Information B
Ship To Bill To Sold To
Name Mark Jason Dayandate Ellazar Name Mark Jason Dayandate Ellazar
Number 78850 Number 78850
Location 85880
Address 288 gremville subd tsora Paying Customer
Name Mark Jason Dayandate Ellazar
. Philippines Number 78850
Contact Location (85880
Commitment Payment Details
Payment Term IMMEDIATE Receipt Method |UPS LBP TF 1750
Invaicing Rule ! Payment Method
Due Date |02-MAY-2023 Instrument Number
Select Instrument
( Lipe ltems Tax Freight Distributions Sales Credits J Complete

Creation of Transactions
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Step 15. On the Transactions
window, check if the details are
complete and correct.

If the all the information are
correct, click Complete.

Note: Should there be additional
details to enter, you may click
the Incomplete button and
make necessary changes to the
transaction.

21
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O THNRNESONS (L Hvtert . oAb =l2ld Step 16. Once the Transaction
Transaction ! : Balance Due . . .
Source | Date [02-MAY-2023 Line 5,000.00 is complete, a Bill Preview
Nuriee | 5636 (T3) GL Date [02-MAY-2023 Tax |600.00 l button will appear beside the
Class |Invoice - Currency |PHP Freight (0.00 Number.
Type TDC Billing Drzomeriiamal Charges ‘0.00
Reference | Transaction | 7 [b | Total |5,600.00 Click on the Bill Preview icon to
Legal Entity |UP System ¥ Complete Details ) ‘ Refresh ) see the bill.
L. m ﬂ More Notes Commitment = Reference Infarmation -
Ship To Bill To Sold To
Name | iMark Jason Dayandate Ellazar Name }'Mark Jason Dayandate Ellazar
Number | 78850 Number (78850
Location | 85680
Address | 1'288 gremville subd tsora Paying Customer
| ' Name (Mark Jason Dayandate Ellazar
Philippines Number 78850
Contact | Location ;85880
Gommitrent Payment Details
Payment Term |IMMEDIATE Receipt Method |UPS LBP TF 1750
Invoicing Rule N L ‘
Due Date |02-MAY-2023 Instrument Number
Select Instrument
( Line ltems ‘ Tax ' Freight Distributions / Sales Credits ) Incomplete
Creation of Transactions 22
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& UP System
ITDC Bill

Gb upitde
L uP i Center
Bill To:
Mark Jason Dayandate Ellazar
288 gremville subd tsora
Item Num Description Quantity Unit Of Measure
1 Electricity 30 kW
2 Water 40 m*

Special Instructions
Please settle all fransactions at the UP System Cash Office located at the basement of Quezon Hall

Creation of Transactions
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Bill No.
5636

Terms
IMMEDIATE

Bill Date:

02-May-2023
Due Date
02-May-2023

Unit Price

1

SubTotal
Tax

Shipping
Total

Payments and Credits
Financial Charges
Qutstanding balance as of 02-May-2023 in

00.00

50.00

Amount

3,000.00

2,000.00

5,000.00
600.00
0.00
5,600.00

0.00
0.00
5,600.00

Expected Output: The bill
preview will load on your
browser.

The bill may now be printed and
sent to the Customer for
settlement.

For customized Billing
Statements, please refer to
appropriate user guides:
o Generation of UP Billing
Statement
o Generation of Utilities Billing
Statement
o Generation of Guest House
Billing Statement
o Generation of UP Order of

Payment

DISCLAIMER: The screenshots in this document
are for illustration purposes only and may not be
the same as the final user interface
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https://itdc.up.edu.ph/user/pages/05.uis/manuals/ITDC%20-%20FMIS%20-%20UM%20–%20Generation%20of%20UP%20Billing%20Statement%20–%2002022022%20–%20ver.%201.0.pdf
https://itdc.up.edu.ph/user/pages/05.uis/manuals/ITDC%20-%20FMIS%20-%20UM%20–%20Generation%20of%20UP%20Billing%20Statement%20–%2002022022%20–%20ver.%201.0.pdf
https://itdc.up.edu.ph/user/pages/05.uis/manuals/ITDC-FMIS-UM-Generation-of-Utilities-Billing-Statement-v1.pdf
https://itdc.up.edu.ph/user/pages/05.uis/manuals/ITDC-FMIS-UM-Generation-of-Utilities-Billing-Statement-v1.pdf
https://itdc.up.edu.ph/user/pages/05.uis/manuals/ITDC-FMIS-UM-Generation-of-Guest-House-Billing-Statement-v1.pdf
https://itdc.up.edu.ph/user/pages/05.uis/manuals/ITDC-FMIS-UM-Generation-of-Guest-House-Billing-Statement-v1.pdf
https://itdc.up.edu.ph/user/pages/05.uis/manuals/ITDC%20–%20FMIS%20–%20Generation%20of%20UP%20Order%20of%20Payment%20–%2020191104%20(v.1.0).pdf
https://itdc.up.edu.ph/user/pages/05.uis/manuals/ITDC%20–%20FMIS%20–%20Generation%20of%20UP%20Order%20of%20Payment%20–%2020191104%20(v.1.0).pdf

