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1. DOCUMENT CONTROL 

 
1.1 Change Record 
 

Date Author Version Change Reference: 

30 January 2024 Mark Jason D. Ellazar 1.0 Initial 
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INTRODUCTION 

 
This manual for the Receivable Module Month-End Closing Process seeks to 
provide accountants the steps to be taken to execute the closing of the receivables period. 

 
The Receivable Accountant responsibility will be used to  

• Run Remittances  

• Create Accounting for Account Receivable 

• Close Receivable Period 

This manual includes the following topics: 

• Run Remittances  
o Search for Unremitted Receipts 

• Create Accounting for Account Receivable 

• Close Receivable Period 
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Run Remittances 
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1.  DOCUMENT CONTROL 
 
1.1 Change Record 

 

Date Author Version Change Reference: 

15 June 2017  1.0 Initial 

30 January 2024 Mark Jason D. Ellazar 1.2 
Minor Changes, Update layout, and 
Screenshots 

 
1.2 Description 

 
Process ID  

Process Name Run Remittances 

Functional Domain Accounts Receivables Module 

Responsibility Receivables Accountant 

Purpose Remit receipts to bank account 

Data Requirement Bank Account, Receipt Number, and Deposit Slip 

Dependencies • Update account distributions 

• Report of Collections and Deposit 

• Remit all receipts within the month 

Scenario An accountant will run remittances per bank account based on the 
Report of Collections and Deposit submitted by the cash office.  
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Step 1.  Go to uis.up.edu.ph 
 
 
Step 2.  Log-in your UP Mail 
credentials (e.g. username and 
password) 
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Step 3.  On the UIS Home 

Page, navigate to Receivables 

Accountant, <CU> > Receipts 

> Remittances. 
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Step 4. Java application will 
launch with Security Warning, 
Tick the Checkbox and click 
Run. 
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Step 5. The Remittances 
window will open. Fill the 
necessary fields. 
 
. 
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Field Name Description Remarks 

Batch Type Batch transaction type  • Auto populated, no need to change value, 
‘Remittance’  

Currency Receipts currency  • Select currency (e.g. ‘PHP’) 

Dates – Batch Batch remittance date • Format: DD-MMM-YYYY 

Dates – GL Posting date • Format: DD-MMM-YYYY 

Remittance Method Determines the accounts used for receipts • Auto populated, no need to change value, ‘Standard’ 

Remittance – Bank, Branch and Account 
Number 

Bank Account where collections are 
deposited 

• Select from list of bank accounts 

Comment Any additional remarks • Optional 
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Step 6. After filling-up the 
necessary fields, click Auto 
Create. 
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Step 7. The Create Remittance 
Batch window will open. 
  
Enter the receipt series to be 
remitted under the Receipt 
Numbers field.  
 
Check the boxes under Actions   

• Create, 

• Approve, 

• and Format. 

 Click OK. 
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Step 8. A Decision window will 
pop-up, click Yes. 
 
 
 
 
 
 
 
 
 
 
 
 
A notification will be shown once 
the transaction is complete. 
Click OK.  
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Step 9. To check the remittance 
status, go to View and then 
Requests. 
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Step 10. The Find Request 
window will open, click Find. 
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h 
 

 

The Requests window will open.  
 
Check if the requests Print 
Remittances, Automatic 
Remittances Creation 
Program (API), and Automatic 
Receipts/Remittances 
Execution Report have been 
completed with a normal status. 
 
To view list of remitted receipts, 
select the Print Remittances 
line and click View Output. 
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Expected Result:  
 
 

 
 

Note: Repeat the same process for 
other remittance banks.  
 
If there are unremitted receipts, search 
for them by clicking the link below: 
 
Generate UP Remittance Batch 
Number 
 
 
 
 
 

_____________________ 
 
DISCLAIMER: The screenshots in this document 
are for illustration purposes only and may not be 

the same as the final user interface 

 
 

Back to Top  
 
 
  

https://itdc.up.edu.ph/uis/manuals/ITDC%20-%20FMIS%20-%20UM%20-%20Generate%20UP%20Remittance%20Batch%20Number%20-%2020240130%20-%20ver.1.0.pdf
https://itdc.up.edu.ph/uis/manuals/ITDC%20-%20FMIS%20-%20UM%20-%20Generate%20UP%20Remittance%20Batch%20Number%20-%2020240130%20-%20ver.1.0.pdf
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Search Unremitted Receipts 
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1.  DOCUMENT CONTROL 
 
1.3 Change Record 

 

Date Author Version Change Reference: 

30 January 2024 Mark Jason D. Ellazar 1.0 Initial 

 
1.4 Description 

 
Process ID  

Process Name Search and Remit Unremitted Receipts 

Functional Domain Accounts Receivables Module 

Responsibility Receivables Accountant 

Purpose Remit the unremitted receipts to bank account 

Data Requirement Bank Account, Receipt Number, and Deposit Slip 

Dependencies • Update account distributions 

• Report of Collections and Deposit 

• Remit all receipts within the month 

Scenario An accountant will search the unremitted receipts and run 
remittances per bank account based on the UP Remittance Batch 
Number report. 

 

https://itdc.up.edu.ph/uis/manuals/ITDC%20-%20FMIS%20-%20UM%20-%20Generate%20UP%20Remittance%20Batch%20Number%20-%2020240130%20-%20ver.1.0.pdf
https://itdc.up.edu.ph/uis/manuals/ITDC%20-%20FMIS%20-%20UM%20-%20Generate%20UP%20Remittance%20Batch%20Number%20-%2020240130%20-%20ver.1.0.pdf
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Sample Generated Output: 
 

 

Search for unremitted receipts. Click 
on the following link: 
 
Generate UP Remittance Batch 
Number 
 

 
Remember the Batch Number this will 
be reference. 

https://itdc.up.edu.ph/uis/manuals/ITDC%20-%20FMIS%20-%20UM%20-%20Generate%20UP%20Remittance%20Batch%20Number%20-%2020240130%20-%20ver.1.0.pdf
https://itdc.up.edu.ph/uis/manuals/ITDC%20-%20FMIS%20-%20UM%20-%20Generate%20UP%20Remittance%20Batch%20Number%20-%2020240130%20-%20ver.1.0.pdf
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Step 1.  Go to uis.up.edu.ph 
 
 
Step 2.  Log-in your UP Mail 
credentials (e.g. username and 
password) 
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Step 3.  On the UIS Home 
Page, navigate to Receivables 
Accountant, <CU> > Receipts 
> Remittances. 
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Step 4. Java application will 
launch with Security Warning, 
Tick the Checkbox and click 
Run. 
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Step 5. Click the flashlight icon 

. 
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Step 6. Fill-out the Batch 
Numbers using the number 
generated from UP Remittance 
Batch Number report. 
 
Click Find. 
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Step 7. Click Format. 
 

 A Decision box will open. 
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Step 8. Click Yes. 
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Step 9. To check if the auto 
remittance program has finished 
executing, go to View and then 
Requests. 
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Step 10. Click Find. 
 
  



  Doc Ref: ITDC - FMIS - UM – Receivables Module Month-End Closing Process 

Receivables Module Month-End Closing Process 
File Ref: ITDC - FMIS - UM – Receivables Module Month End Closing Process - 20240130 – ver.1.0 

31 

 
 

 

Step 11. Check if the requests 
Print Remittances, Automatic 
Remittances Creation 
Program (API), and Automatic 
Receipts/Remittances 
Execution Report have been 
completed with a normal status. 
 
To view list of remitted receipts, 
select the Print Remittances 
line and click View Output. 
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Expected Result: 
 
 

 
 

 Note: Repeat the same process for 
other unremitted receipts. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

_____________________ 
 
DISCLAIMER: The screenshots in this document 
are for illustration purposes only and may not be 

the same as the final user interface 

 
 

Back to Top
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Create Accounting for 
Accounts Receivables 
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1.  DOCUMENT CONTROL 
 
1.5 Change Record 

 

Date Author Version Change Reference: 

03 January 2024 Mark Jason D. Ellazar 1.0 Initial 

 
1.6 Description 

 
Process ID h 

Process Name Create Accounting for Account Receivables 

Functional Domain Accounts Receivables Module 

Responsibility Receivables Accountant 

Purpose • To transfer the final journal entries in the current batch run to 

General Ledger 

• To be able to generate trial balance reports 

Data Requirement Accounting Period 

Dependencies Run remittances prior to running create accounting 

Scenario An Accounting Officer will run Create Accounting Program to post 
the entries of Accounts Receivables subledger to the General 
Ledger. 
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Step 1.  Go to uis.up.edu.ph 
 
 
Step 2.  Log-in your UP Mail 
credentials (e.g. username and 
password) 
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Step 3.  On the UIS Home 

Page, navigate to Receivables 

Accountant, <CU> > Reports > 

Other. 
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Step 4. Java application will 
launch with Security Warning, 
Tick the Checkbox and click 
Run. 
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Step 5. On the Submit a New 
Request, tick Single Request 
then click OK. 
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Step 6. On the Name Field, click 
the ellipsis (…) and search for 
Create Accounting. 
 
You may also type Create% then 
press Tab on the keyboard. Select 
Create Accounting from the list of 
values. 
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Step 7. Enter the report 
Parameters, then click  
OK. 
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Field Name Description Remarks 

Ledger Ledger name – each UP constituent university 
or level 1 CU will have at least one (1) ledger  

Default Value: ledger assign to the responsibility used  

End Date End date of the accounting period  Date 

• Format: DD-MON-YYYY 

Mode Create accounting mode List of Values (LOV) 
Draft: Draft entries are not posted to General Ledger. You can review the resulting 
entries, update the transactions, or update the accounting rules. 
Final: Final entries are ready to be transferred to General Ledger and cannot be 
modified  

Errors Only Display errors only in the output page or report Default Value: No - output will display all entries with and without errors 
Select Yes for output to display only entries with errors. 

Report Report type Default Value: Detail – output will display transaction details   
Other options: No Report and Summary 

Transfer to General Ledger Option to create journal entries in GL Default Value: Yes – unposted journal entries will be created in GL 

Post in General Ledger Option to directly post journal entries created in 
GL 

Default Value: Yes – journal entries will be posted 

General Ledger Batch Name Accounting Officer may add the Batch Name for 
this Accounting Program run 

Alphanumeric 
Optional 

Include User Transaction 
Identifiers 

Display transaction details in the output page or 
report 

Default Value: Yes 
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 Click Submit. 
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Step 8. Click No. 
 
 
 
 
 
 
 
 
 
 
 
Step 9. Click Find. 
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Step 10. Click Refresh Data 
until the Phase becomes 
Completed and Status, 
Normal.  
 
 Click View Output. 
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Expected Output: 
 

  
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
_____________________ 
 
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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_____________________ 
 
DISCLAIMER: The screenshots in this document 
are for illustration purposes only and may not be 

the same as the final user interface. 

 
 

 
Back to Top 
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Close Receivable Period 
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1.  DOCUMENT CONTROL 
 
1.7 Change Record 

 

Date Author Version Change Reference: 

29 December 2023 Mark Jason D. Ellazar 1.0 Initial 

 
1.8 Description 

 
Process ID  

Process Name Close Receivable Period 

Functional Domain Accounts Receivables Module 

Responsibility Receivables Accountant 

Purpose To close receivable period 

Data Requirement Receivable Period 

Dependencies Remitted receipts and create accounting 

Scenario An accountant will close the receivable period 
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Step 1.  Go to uis.up.edu.ph 
 
 
Step 2.  Log-in your UP Mail 
credentials (e.g. username and 
password) 
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Step 3.  On the UIS Home 

Page, navigate to Receivables 

Accountant, <CU> > Control > 

Accounting > Open/Close 

Periods. 
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Step 4. Java application will 
launch with Security Warning, 
Tick the Checkbox and click 
Run. 
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Step 5. Select the period to be 

closed by clicking ellipsis  
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d  
 

Step 6. Click Closed. 
 
Click OK. 
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Step 7. Click the save icon 
and a Note box will open. 
 
 
 
 
 
 
 
Click OK. 
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Expected Result: 
 

 

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

Back to top 
 


