SUPPLIER MANAGEMENT




FMIS User Manual
Supplier Management

Author: Julius Ermitanio
Kim Carlo A. De Leon
Creation Date: 08 August 2018
Last Updated: 02 February 2024
Document Ref: FMIS User Manual — Supplier Management
Version: 3.0

Supplier Management
File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0

Doc Ref: FMIS User Manual — Supplier Management



1. DOCUMENT CONTROL

1.1 Change Record

Date Author
08 August 2018 Cherie Anne R. Pasco
28 August 2018 Cherie Anne R. Pasco

15 November 2019 Julius Ermitanio

02 February 2024 Kim Carlo A. De Leon

08 March Riza Nequias

Supplier Management

Version

1.0

2.0

2.1

3.0

3.1

File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0

Doc Ref: FMIS User Manual — Supplier Management

Change Reference:

Initial

Added the process for running
the Employee Update Program

Added steps on how to remove
supplier site

Added guides on how to register
a new standard supplier with
similar TIN as existing supplier
and a supplier branch

Added guide on how to register
Supplier Email for Separate
Remittance Advices



Doc Ref: FMIS User Manual — Supplier Management

INTRODUCTION

Supplier Management, in the context of the University Information System, covers
supplier registration, recording and maintenance of supplier information such as
company profile including tax information, and tagging of inactive or delinquent
suppliers.

Designated supplier managers of the University of the Philippines are provided with the
Supplier Manager responsibility in the University Information System (UIS).

This manual includes the following topics:

Searching for an existing supplier

Reqistration of a new standard supplier

Reqistration of a new standard supplier with similar TIN as an existing supplier
Reqistration of a UP branch supplier

Reqistration of a UP internal supplier

Verification and Creation of Additional Supplier site

Updating of supplier information

Reqistration of Supplier Email for Separate Remittance Advices
Running the Employee Update Program

Merging standard suppliers

Tagging a supplier as inactive

Generation of reports

Generation of UP List of Active Suppliers

Supplier Management 4
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Existing Suppliers
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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:
08 August 2018 Cherie Anne R. Pasco 1.0 Initial
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1.2 Description

Process ID

Process Name Searching for existing suppliers

Functional Domain  Accounts Payables Module

Responsibility Supplier Manager

Purpose To search for existing suppliers as a prerequisite to the registration a

new supplier and updating supplier details
Data Requirement Supplier information such as
e Organization name — registered business name or
e Name of individual payee (self-employed, UP employee,
contractual or job order)

Dependencies None
Scenario Originating unit submits a request through the Supplier Registration
Form for the registration of a supplier or for updating of supplier
information.
Supplier Management 7
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Step 1. Goto
https://uis.up.edu.ph

Google
Signin

Use your Google Account

Step 2. Log-in your UP Mall
credentials (e.g. email and

[ Email or phone password)
Forgot email?
Not your computer? Use a Private Window to sign in.
Learn more
Create account
English (United States) ~ Help Privacy Terms
Supplier Management 8
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Or you may open your UP Mail
and go to the Google
Workspace and select UIS

UIS SIT SSO

ZIP Extrac...

Supplier Management 9
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University Information System Home Page
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Step 3. From UIS Home Page
proceed to Main Menu and
choose the Supplier Manager
responsibility

B Favorites ¥ Logout Preferences

Logged In As

then click the Entry

Personalize

El naquirv
= Supplier Merge

El search Supplier Bank Account
Assignment

Reports
® O up Employee Self Service

From Type Subject Sent
There are no notifications in this view.

¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

Supplier Management
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Supplier Search

Simple Search

e

Search Results

Supplier Name
No search conducted.

Aft least one search criteria is ragul

Tax Registration Number
[ Show More Options
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'AYABLES

M Navigatorv B Fa Home Logout Preferences Help

Create Supplier New Supplier Requests

New Supplier Requests({0)
Prospective Supplier Registrations(0)

Supplier Profile Update Requests

Supplier Address Requests (0}

Supplier Contact Requests (0)

Supplier Business Classification Requests (0)
Supplier Product and Services Requests (0]
Supplier Bank Account Requests(0/0)

pplier's name or number will improve the search performance. Fields are case insensitive.
%% ACEYe D-U-M-5 Hurnber

Employee Number

Supplier Name

Supplier Number

Taxpayer ID

E b k.

Parent Name D-U-N-5 b Employ b Update

Taxpayer ID Tax Registration Number

Supplier Management
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Step 4. Supplier Home Page
will appear.

Search for the supplier using
any of the available fields. You
may use % as a wildcard
character.

When searching for a Supplier
Name, you may enter the name
in between wildcard characters.
For example, %ACE%.

Then, click Go.

11
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PAYABLES

™ MNavigator ¥ B Favorites ¥ Home Logout Preferences Help

New Supplier Recues(0)

Prospective Supplier Reqistrations(0])
Supplier Address Requests (0)
Supplier Contact Requests (0}
Supplier Business Classificaion Reguests (0)
Supplier Product and Services Requests (1)
Supplier Bank Account Requests(0/0)

At least one search criteria is required. Including part of supplier's name or number will improve the search performance. Fields are case insensitive.
Supplier Name |%ACE% D-U-N-5 Mumber
Supplier Mumber Employee Number

Taxpayer ID
Tax Registration Number
{5 Show More Options

[co | cear

Search Results I
<) Previous | 1-15  |w| Mext15 (2
Supplier Parent Supplier Tax Registration D-U-N-S Employee
‘Supplier Name =~ Number Name Taxpayer ID Number Number Number Update
3D Face 4 U, Inc. 39064 =
ACE Builders 20809 I_Ej
ACE HARDWARE 38380 @
ACE HARDWARE PHILIPPINES 4747 200-035-311-016 =
INCORPORATION =
ACE Hardware Philippines, Inc. 516 200-035-311-085 I_EJ

Supplier Management
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Step 5. View the Search
Results to determine is supplier
is already registered in the
system.

If supplier is not yet registered,
proceed to Registration of a
New Standard Supplier for
external suppliers and
organizations or proceed to
Registration of a UP Internal
Suppler for UP employees,
contractual or job orders.

If a UP employee, contractual or
job order is registered as a
standard supplier, proceed to
tagging the supplier as
inactive. Then, proceed to
Registration of a UP Internal
Supplier.

If the supplier is already
registered but supplier site
indicates another constituent
university or level 1 unit,
proceed to Verification and
Creation of Additional
Supplier Site.

Back to Top
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Registration of a
New Standard Supplier
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Cherie Anne R. Pasco
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Change Reference:

Initial

Updated field descriptions and
modified instructions
Updated screenshots
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1.2 Description

Process ID

Process Name Registration of a new standard supplier
Functional Domain  Accounts Payables Module

Responsibility Supplier Manager

Purpose To register a new external supplier in the system

Data Requirement Supplier information. Minimum requirements are as follows:
e Organization name — registered business name
e Tax Identification Number (TIN) — BIR issued
Dependencies None
Scenario Originating unit submits a request through the Supplier Registration
Form for the registration of an external supplier.

Supplier Management 15
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Step 1. Goto
https://uis.up.edu.ph

Google
Signin

Use your Google Account

Step 2. Log-in your UP Mall
credentials (e.g. email and

[ Email or phone password)
Forgot email?
Not your computer? Use a Private Window to sign in.
Learn more
Create account
English (United States) ~ Help Privacy Terms
Supplier Management 16
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Or you may open your UP Mail
and go to the Google
Workspace and select UIS

UIS SIT SSO

ZIP Extrac...

Supplier Management 17
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=@ ] UNIVERSITY OF THE PHILIPPINES

B Favorites w

University Information System Home Page

Logout Preferences Help

Logged In As

Main Menu

Personalize

From
There are no notifications in this view.

ENE Supplier Manager, UPS

| Search Supplier Bank Account
Assignrnent
Reports
H O up Employee Self Service

Type Subject Sent

| Tnquiry ¥ TIP Vacation Rules - Redirect or auto-respond to nofifications.
= Supplier Merge + TIP Worklist Access - Specify which users can view and act upon your notificaions.
aupplier Merge

Supplier Management
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Step 3. From UIS Home Page
proceed to Main Menu and
choose the Supplier Manager
responsibility

then click the Entry

18
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Step 4. Supplier Home Page

| PAYABLES \évjjllpa:ﬁ!oeerar the click Create

™ Mavigator v B Favorite: Home Logout Preferenc

Create Supplier New Supplier Requests

Supplier Search Mew Supplier Requests(0}
Prospective Supplier Reqistrations(0)

Supplier Profile Update Requests

Simple Search

At |least one search criteria is required. Including part of supplier's name or number will improve the search performance. Fields are case insensitive. Supplier Address Requests (0} ':U‘
supplier wame | DUNS Number | Supplier Contact Requests (0)
_— — Supplier Business Classification Requests (0)
Supplier Number Employee Number Supplier Product and Services Reguests (0)
Taxpayer ID Supplier Bank Account Reguests(0/0)
Tax Registration Number

[ Show More Options

o | Clar
Search Results

Supplier Name ppli b Parent Supplier N\ame  Taxpayer ID Tax Registration Number  D-U-N-S b Employ b Update
No search conducted.
Supplier Management 19
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Step 5.Create Supplier
Window will appear

|-l PAYABLES
Fill out the necessary details
™ Navigator v @ Favorites v Home Logout Preferences Personalize Page Diagnostics .
Supplers - Then click Apply
Create Supplier
* Indicates required field
Supplier Type | Standard supplier v
* Organization Mame |Mational Book Store, Inc. | |Tax Country |Philippines Q
Alias ITax Registration Mumber |434-968-778-000
Altemate Supplier Name | Taxpayer 0 [434-068-778-000
D-U-N-5 Number Context ”
URL
Must include: http://
Context Value I—v
Field Name Description Remarks
Supplier Type Standard Supplier List of Values (LOV)
Organization Name Registered business name of the supplier
Example: Alphanumeric
¢ National Book Store, Inc. Standard

e Juan S. Dela Cruz
e SM Supermall

Tax Country Philippines List of Values (LOV)
Tax Registration Tax Identification Number of the supplier | Alphanumeric
Number
Tax Payer ID Tax Identification Number of the supplier | Alphanumeric
Supplier Management 20

File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0



Doc Ref: FMIS User Manual — Supplier Management

Step 6.ClickOrganization on
the left sidebar of the Suppliers
tab.

m Navigator v @B Favorite Home Logout Preferenc 1alize Page Diagn

Fill in necessary details.

Suppliers

+ Quick Update Update National Book Store, Inc. - 32634: Quick Update

O e * Indicates required field m .
& * Supplier Name  |National Book Store, Inc. Purchase Order Hold [ All New Orders SeleCt the approprlate Ty p € to
£ ils Supplier Nurmber 32634 Hold from Payment  [] Al Invaices CIaSSIfy th e Su pplle r
l— .

©  Address Book Alternate Supplier Name Clunmatched Invoices

o Contact Directory Registry ID 78724 Ounvalidated Invoices
©  Business Inactive Date = .
Classification (example: 22-Jul-2018) The n y Cl ICk SaVe .
©  Products & Alias
Services
o Banking Details :
e Note: Standard suppliers are
* Approval History Site Status | Active |v| Site Name | Operating Unit | Go | .
© o] usually tagged as Supplier but
o Accounting Key Purchasing Setups Key Payment Setups . . .
. supplier managers are not limited
o Purchasing Invoice 1 1
o Receiving Site Operating Ship-To Bill-To Ship Pay Alternate  Summary Create Debit Memo  Gapless Invoice Freight Transportation  Country of to th IS Optlo n .
B = T Name Unit Location Location Via On Pay Site Level from RTS Transaction Numbering  *Selling Company Identifier FOB Terms Arranged Origin
o Relationship :ﬂi;?ms
@ Invoice :
Management

cances s

Suppliers

Suppliers =
Update National Book Store, Inc. - 32634: Organization

= Company Profile - —

Indicates required field =

© Organization HDtIfY
o Tax Details * Supplier Name INationaI Book Store, Inc. Parent Supplier Name Q

*  Quick Update

o Address Book Supplier Number 32634 Parent Supplier Nurmber

o Contact Directory Alternate Supplier Name Customer Number I

©  Business sIC [Jone Time
Classification Mational Insurance Number Inactive Date &
o Products & Fpe Supplier | Q (=xample: 23-Jul-2018)
Services

o Banking Detzils Additional Information

Supplier Management 21
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Step 7. Click Invoice
Management on the left
PAYABLES sidebar of the Suppliers tab.

S alze Page Diagnos Fill in necessary detalils.

™ MNavigator v B Favorl

Suppliers

Suppliers = Select Phlllpplne Peso as

- ke Update National Book Store, Inc. - 32634: Invoice Management

« Company Profile Invoice Currency.
o Organization y

o Tax Details | Invoice Currency | PHP v | Hold from Payment ] Al Invoices
o Address Book Invaice AMOUNT LImit | Unma.tched Invoices Set Terms at Immediate.
@ Contact Directory Invoice Match Option | Receipt v Olunvalidated Invoices
©  Business .
Classificaion Invoice Payment Terms T h en , CI |Ck SaV e.
o Producs &
ServE\':eskj e Payment Currency |PHP | v Pay Group | Supplier | v
o nkin ils ————
. Payment: Priority 99 [ Always Take Discount
o Surveys ) )
ITefm; Immediate I Q, [ Exclude Freight From Discount
* Approval History )
. " [ create Interest Invoice
» Terms and Control Terms Date Basis | Goods Received |v
@ Accounting Pay Date Basis | Discount |«

o Tax and Reporting

o Purchasing Supplier Sites

©  Receiving

o Payment Detils Site Status | Actve |v| SiteName | Operating Unit | | Go |
o Relationship

. Invoicing Payment @ Terms | Supplier Preferences

Management

Hold from Payment

Operating  Invoice Invoice Invoice Match Invoice All Unmatched Unvalidated Payment Hold Services
Site Name Unit Amount Limit Tolerance Option Currency Invoices Invoices Invoices Reason Tolerance
Mo results
found.
Supplier Management 22
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Step 8. Click Address Book
on the left sidebar of the
Suppliers tab

) PAYABLES

m Mavigator v @B Favorite Home Logout Preferenc 3 Page Diagnostic then CIICk Create

Suppliers
Suppliers =

- el Update National Book Store, Inc. - 32634: Address Book

= Company Profile

o Organization

o] a Deta

Address Name Site Name

@ Contact Directory Address Details

©  Business m Clear

Classification

©  Products &
Services
s Detats Hame biiies EELILY Communication Purpose Status Update Manage Sites Remove
o Surveys Mo results found.

Approval History

o e TIETE] K Inactive Addresses

o Accounting

©  Tax and Reporting
o Purchasing

o Receiving

@ Payment Detzils

o Relationship

@ Invoice
Management

Supplier Management 23
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Step 9. The Create Address:

S 2\ Confirm Details page will
(147 |) PAYABLES appear bad

Fill-in required details.

™ MNavigator v B Favorites ¥ Home Logout Preferences Help Personalize Page Diagnostics

Suppliers = Update National Book Store, Inc. - 32634 Address Book =
Create Address: Confirm Details For the Add ress Name’ enter
* Indicates required field y . . .
_ _ the constituent university or
Supplier Name MNational Book Store, Inc. Supplier Number 32634 .
| AddressDetats | Contact Details and Purpose | IS\F/)eE)]l- Un|t SUCh as UP SyStem’
Iliman, etc.
. hiliopi Communication Details  [] Update to all new sites created for this address
Country |Philippines A Phone Area Code
“ Address Line 1 |All Mall Ground Floor, All Mall Phase I, S For the Address Pu rpose,
pode Lne2 D TR R e P e FaxteaCode | make sure that the checkboxes
Fax Number .
Address Line 4 e Aderese for P_u rchasing and Payment
City | Quezon City Address Purpose ¥ Purchasing are ticked.
County |Philippines [V payment
State TTRFQ Only . .
Province Then, click Continue.
Postal Code
I* Address Name |UP Systam I
Addressee
Language V]
Context Value I_v
Supplier Management 24
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PAYABLES

™ Navigator v B Favorites v Home Logout Preferences Personalize Page Diagnostics

Suppliers = Update Mational Book Store, Inc. - 32634: Address Book =  Create Address: Confirm Details =
Create Address: Site Creation

Address Mame UP System Supplier Name National Book Store, Inc.
Address Detzils  Ali Mall Ground Floor, Ali Mall Phase II,, P. Supplier Number 32634
Tuazon Boulevard, Araneta Center,
Quezon City, Philippines, PH
Purpose Payment, Purchasing

Operating Units

Select All | Select None
Select Site Name |Dperating Unit | Tax Reportable

IUP System UP System O

Site Attributes

Communication Details ] Update to all new sites created for this address
[ override default site attributes

Supplier Management
File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0

Step 10. The Create Address:
Site Creation page will appear.

Select the appropriate Site
Name by ticking the checkbox
beside it.

Then, click Apply.

25



*  Quick Update
= Company Profile
Qraanization

o

©  Address Book
©  Contact Directory

© Business
Classification

@ Products &
Services

©  Banking Detils
@ Surveys
Approval History
Terms and Control
Accounting
Tax and Reporting
Purchasing
Receiving
Payment Detzils
Relationship
©  Invoice
Management

c

Suppliers

LL ‘Confirmation
Changes to Tax Details have been saved
Update National Book Store, Inc. - 32634: Tax Details

Cancel
Income Tax

Taxpayer ID  |434-968-778-000 Allow Withholding Ta

Reportable [ Federal Invoice Withholding Tax Group Q
Ostate Payment Withholding Tax Group Q

Default Controls

Update the values that default to all invoices and tax registration records of this party or party site.

Rounding Level | Header v [ set nvoice values as Tax Inclusive
Rounding Rule | Up v

Tax Registrations

Default Reporting Country Mame  Philippines Q Default Reporting Tax Registration Type Q
Default Reporting Registration Mumber |434-968-778-000

Regime Code Tax Tax Jurisdiction Code  Registration Number Issuing Tax Authority  Active Update Remove
No results found.

Associated Fiscal Classifications

* Indicates required field
<TIP

Fiscal Classification Type Code *Fiscal Classification Code Fiscal Classification Name “Effective From Effective To Remove
No results found.

Add Another Row

Supplier Sites
Site Status | Actve ||  Site Name Operating Unit [ co |

¥ TIP The Allow Withholding Tax option is enabled only when the Withholding Tax option is enabled in both the supplier and payables options for the operating unit.

Site Name Operating Unit | Allow Tax Withholding| Invoice Withholding Tax Group  Payment Withholding Tax Group Update Transaction Tax
UP System UP System Q 4

[ cancel J§ save |

Supplier Management
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Step 11.Click Tax Details on
the left sidebar of the Suppliers
tab.

Please tick the Allow
Withholding Tax and Allow
Tax Withholding checkboxes
at the top and bottom regions of
the page.

Then, click Save
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| PAYABLES

Suppliers

* Quick Update
* Company Profile
@ Organization
o Tax Detzils
©  Address Book
@ Contact Directory

o Business
Classification

©  Produds &
Services

o Banking Detzils
o Surveys
+ Approval History
* Terms and Control
@ Accounting
o Tax and Reporting
@ Purchasing
= Receiving
©  Payment Details
o Relationship

© Invoice
Management

™ MNavigator ¥

Update National Book Store, Inc. - 32634: Payment Details

Doc Ref: FMIS User Manual — Supplier Management

Home Logout Preferences Help Personalize Page Diag

[ cancel i save |

Payment Details

=] Payment Methods

¥ TIP You can choose one payment method to default on documents for the payee. A default payment method is optional.

Payment Method Default
|Check ¥ Default |

End Date

| ]

LDDAP-ADA CDefault
RDA [pefault
Payment Attributes

| E
[ E

Payment Delivery Attributes = Payment Specifications | Separate Remittance Advice Delivery

Delivery Channel Q
Bank Instruction 1 Q
Bank Instruction 2 Q

Bank Instruction Detzils I

Settlement Priority W
Payment Text Message 1

Payment Text Message 2

Payment Text Message 3

Supplier Sites

Site Stmtus [ Actve |v| SiteName | Operating Unit | [ co |

Site Name
UP System

Operating Unit
UP System

Update Payment Details

a

Supplier Management
File Ref: ITDC — FMIS

— UM 20002 Supplier Manager - 02022024 — ver. 3.0

Step 12.Click Payment Details
on the left sidebar of the
Suppliers tab.

Choose a default Payment
Method by ticking the checkbox
beside it.

Then, click Save.

Note: For Standard Suppliers,

the Check payment method is
usually set as default.
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Suppliers

* Quick Update
= Company Profile
©  Organization
o Tax Detils
o Address Book
o Contact Directory
©  Business
Classification
o Products &
Services
© Banking Details
o Surveys

Approval History

Terms and Control
o Accounting
©  Tax and Reporting
o Purchasing
o Receiving
©  Payment Details
o Relationship

o Invoice
Management

™ Navigator v

Suppliers =
Update National Book Store, Inc. - 32634: Banking Details

B Favori Home Logout Preference

Doc Ref: FMIS User Manual — Supplier Management

Personalize

Bank Account and Assignment Details

Select Account Assignment Level | Supplier

Payment Details

[=I Bank Accounts
Add Create Factor Account
Details NUmber IBAN Currency Bank Name Start Date End Date Priority Increase Priority Decrease Priority Update Additional Details

No results found.

) co

Gance | sove

cancel J sove |

Supplier Management
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Step 13.Click Banking Details
on the left sidebar of the
Suppliers tab.

Then, click Create.
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Step 14.The Create Bank
Account page will appear.

) PAYABLES

Fill-in the necessary details
including Country, Bank Name,

™ Navigator v @B Favori Home Logout Prefere i
— Branch Name and Account
; Suppliers = Update National Book Store, Inc. - 32634: Banking Details = Number_
* Quick Update Create Bank Account
* Company Profile - —
Indicates required field
@ Organization Then CI|Ck Appl
o Tax Details Payee Name MNational Book Store, Inc. Internal Organization ’ y )
o Address Book Payee Site I — I . Supplier Site Name
o Contact Directory country fippines
o Business [ Allow International Payments £
e e
o Products &
Services
| Banking Details elect Existing Bank elect Existing Branch
() Create New Ban, ' Create New Brapch
© Surveys k Land Bank of the Phili I Q Branch N Q C'tyI Q
(8] e Hhppin uezon Ll
= Approval History Bank Name |Land Ban PR ranch Name
«  Terms and Contral Bank Murnber Branch Number
) Tax Payer ID BIC
o Accounting [ Show Bank Details Branch Type ABA
o Tax and Reporting [ Show Branch Details
o Purchasing
©  Receiving Bank Account
o Payment Detzils
©  Relationship I* Account Number |123456789 I Account Name I
o Invoice —
Check Digits
p et gs | Currency &
IBAN
Account Owners
Account Owner Name Alternate Account Owner Name Primary End Date
National Book Store, Inc. &
Add Another Row
l1—|Show Bank Account Detzils
Supplier Management 29
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Step 15.0n the Banking
Details page click Save.

-] PAYABLES

™ Mavigator™ B Faw ] Home Logout Preferences Help Personalize Page Diagnos

Suppliers

* Quick Update Update National Book Store, Inc. - 32634: Banking Details

* Company Profile

e Expected Result:

o Address Book

©  Contact Directory Select Account Assignment Level |Supp|ier v m A new Standard Supplier has been
©  Business .

Classification Payment Detads registered in the system.

o Products &

Services =] Bank Accounts

o Banking Details DISCLAIMER:_The screenshots in this document
are for illustration purposes only and may not be

[ Add_ Create Factor Account the same as the final user interface.

* Approval History i ) o )

+ Terms and Cantral Show All Details | Hide All Details
N End Increase Decrease Additional

g Details Number IBAN Currency Bank Name Start Date Date Priority Priority Priority Update Details
o Tax and Reporting — — —
) OOO6789 Land Bank of the ID?—Aug—EDlS =] s 1 ,\ ¥ s Vs
o Purchasing Philippines " _
©  Receiving
©  Payment Detzils
o Relationship | save | Back to Top
o Invoice
Management
Supplier Management 30
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New Standard Supplier with Similar
TIN as an Existing Supplier
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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:
02 February 2024 Kim Carlo A. De Leon 1.0 Initial document
Supplier Management 32

File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0



1.2 Description

Process ID
Process Name

Functional Domain
Responsibility
Purpose

Data Requirement

Dependencies
Scenario

Supplier Management

Doc Ref: FMIS User Manual — Supplier Management

Registration of a new standard supplier with similar TIN as an
existing supplier
Accounts Payables Module
Supplier Manager
To register a new standard supplier with similar TIN as an existing
supplier in the system
Supplier information minimum requirements are as follows:
¢ Organization Name
e Parent Supplier

Parent Supplier

The originating unit submits a request through a supplier registration
form. Upon checking by the Supplier Manager, there is an existing
standard supplier that has the same TIN. The Supplier Manager will
register a new standard supplier that will carry the same TIN as the
existing supplier.

File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0
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Step 1. Goto
https://uis.up.edu.ph

Google
Signin

Use your Google Account

Step 2. Log-in your UP Mail
credentials (e.g. email and

[ Email or phone password)
Forgot email?
Not your computer? Use a Private Window to sign in.
Learn more
Create account
English (United States) ~ Help Privacy Terms
Supplier Management 34
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Or you may open your UP Mail
and go to the Google
Workspace and select UIS

UIS SIT SSO

ZIP Extrac...

Supplier Management 35
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University of the Philippines

Logged In As
* a KADELEON4 o

University Information System Home Page

Navigator

Personalize

4 B supplier Manager, UPS

l ] Entry |

—| Inquiry

[£5 Supplier Merge

| Search Supplier Bank Account
Assignment

| Reports

Supplier Management

Worklist
Full List
EF & oo
From Type Subject Selr

There are no
notifications in this view.

# TIP Vacation Rules - Redirect or auto-respond to notifications.

Table Diagnostics

File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0
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Step 3. From the Navigator,
select the Supplier Manager
responsibility.

Click Entry.
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Step 4. The Suppliers page will
appear.

Payables | Logged In As KADELEON4

Click Create Supplier.

Suppliers

Create Supplier

Supplier Search

Simple Search

At least one search criteria is required. Including part of supplier's name or number will improve the search performance. Fields are case insensitive.

Supplier Name Tax Registration Number
Supplier Number D-U-N-S Number
Taxpayer ID Employee Number

p Show More Options

Go Clear

Supplier Management 37
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Payables

Suppliers >
Create Supplier

* Indicates required field

(0]

!

Logged In As KADELEON4 (1)

Supplier Type | Standard supplier

g Organization Name [ NBS ] | Tax Country Philippines Q |
Alias Tax Registration Number
Alternate Supplier Name Taxpayer ID
D-U-N-S Number Context v
URL

Must include: http://
Context Value v

Supplier Management
File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0

Cancel

Diagnostic Console

Doc Ref: FMIS User Manual — Supplier Management

Step 5. Fill out the necessary
details on the Create Supplier
window.

Click Apply.
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Search and Select: Parent Supplier Name E

Payables

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Supplier Name v national%book% Go
Suppliers Results
B . Select Quick Select Supplier Name - Supplier Number -
Quick Update Update NBS - 62960: Organization
(@] * National Book Store 28560
* " " "
) Indicates required field
Company Profile N (@] * NATIONAL BOOK STORE INC. 60727
Supplier Name NBS Parent Supplier Name |national%book%
Organization Supplier Number 62960 Parent Supplier Number (@) National Bookstore 264
Tax Details Alternate Supplier Name Customer Number (@] 1 National StoreBook 62970
sic 7] One Time
Add Book National Insurance Number " " fan-
ress Boo! : Inactive Date | (17-Jan-2024) About this Page
Type Supplier Q C | Sel
Contact Directory Ancel ect
Supplier Management 39
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STEP 6. Click Organization on
the left sidebar of the Suppliers
tab.

Search for the name of the existing supplier with the same TIN under the Parent Supplier Name. For example,
National%book%.

A new window will open, select the correct parent supplier then Click the quick select button.

Supplier Management 40
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Suppliers

Quick Update

Company Profile
Organization
Tax Details
Address Book

Contact Directory

Doc Ref: FMIS User Manual — Supplier Management

STEP 7: Click the Save button.

Logged In As KADELEON4 (1)

Payables -IEI-

Update NBS - 62960: Organization Cancel

* Indicates required field

* Supplier Name NBS |Parent Supplier Name National Bookstore Q |

Supplier Number 62960 |Parent Supplier Number 264 |
Alternate Supplier Name Customer Number
sic [C] One Time
National Insurance Number Inactive Date  (17-Jan-2024) (g DISCLAIMER: The screenshots in this document
Type Supplier Q are for illustration purposes only and may not be

the same as the final user interface.

Supplier Management

Back to Top

41
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UP Supplier Branch
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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:
02 February 2024 Kim Carlo A. De Leon 1.0 Initial document
Supplier Management 43
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1.2 Description

Process ID
Process Name
Functional Domain
Responsibility
Purpose

Data Requirement

Dependencies
Scenario

Supplier Management

Doc Ref: FMIS User Manual — Supplier Management

Registration of UP Supplier Branch
Accounts Payables Module
Supplier Manager
To register a supplier branch
Supplier information. Minimum requirements are as follows:

¢ Organization Name

e Address details

e TIN of the Branch supplier
Registered supplier in the system under the same organization
The originating unit submits a request through a supplier registration
form. Upon checking by the Supplier Manager, there is an existing
standard supplier under the same organization. The Supplier
Manager will register a new branch under the existing supplier.

File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0
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Step 1. Goto
https://uis.up.edu.ph

Google
Signin

Use your Google Account

Step 2. Log-in your UP Mail
credentials (e.g. email and

[ Email or phone password)
Forgot email?
Not your computer? Use a Private Window to sign in.
Learn more
Create account
English (United States) ~ Help Privacy Terms
Supplier Management 45
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Or you may open your UP Mail
and go to the Google
Workspace and select UIS

UIS SIT SSO

ZIP Extrac...

Supplier Management 46
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University of the Philippines

Logged In As
* G KADELEON4 o

University Information System Home Page

Navigator

Personalize

4 B supplier Manager, UPS

| ‘\ Entry |

—| Inquiry

[£5 Supplier Merge

| Search Supplier Bank Account
Assignment

| Reports

Supplier Management

Worklist
Full List
EF @ oo
From Type Subject Selr

There are no
notifications in this view.

 TIP Vacation Rules - Redirect or auto-respond to notifications.

Table Diagnostics
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Step 3. From UIS Home Page,
choose the Supplier Manager
responsibility.

Click Entry.
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Supplier Search

Simple Search

At least one search criteria is required. Including part of supplier's name or number will improve the search performance. Fields are case insensitive
Tax Registration Number

P Show More Options

Go Clear
Search Results
Supplier Name &
NATIONAL BOOK STORE

INC

NATIONAL WATER
RESOURCES BOARD

National Book Store
National Bookstore

National StoreBook

Supplier Number -

60727

25712

28560

264

62970

Supplier Name National%Bo%
Supplier Number
Taxpayer ID

Parent

National Bookstore

Name . Taxpayer ID -

Tax Registration
Number

000-325-972-00000

000-795-636-006

000-123-456-789

D-U-N-5 Number
Employee Number

<~ D-U-N-S Number -

Employee Number -~

Supplier Management
File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0

Step 4. On the Supplier Search
page, search for the existing
supplier then click the Update icon.
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Payables

Suppliers

Quick Update
Company Profile Search
Organization

Tax Details

Go
Address Book

Contact Directory

Clear

Business Classification ;
Details Name &

Products & Services

4 Cubao
Banking Details

> lioilo
Surveys

¥ Los Banos

Approval History
13 Quezon City
Terms and Control

» Tacloban
Accounting City
Tax and Reporting > UP Diliman

Supplier Management

Update National Bookstore - 264: Address Book

Address Name
Address Details

Address

Gen. Roxas, Cubao
lloilo

Los Banos

Quezon Avenue Extn. cor. Scout Boromeo, Quezon City

Level 1 Robinsons Place Tacloban, National Highway, Tabuan
Marasbaras
Tacloban, Leyte

Katipunan Road
Quezon City

Site Name

Country -~ Communication Purpose
Philippines gz{;‘;:"g
Philippines gifc”r“:’s‘:;‘g
Philippines Phone: - :r;:::ng
Philippines :{;’r‘;::r"g
Philippines :z:r‘;z:n 9
Philippines S:ﬂzz:ﬁg

File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0

Status

Current

Current

Current

Current

Current

Current

| LoggedinAskaDELEON4 (1)

Manage

<. Update Remove
s ® 8
V4 3 @
V4 &) @
4 @
7 =] @
4 a3 @

Doc Ref: FMIS User Manual — Supplier Management

Step 5. Go to the Address Book
tab.

Then, click the Create button.
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| Payables

Suppliers: Address Book >
Create Address: Confirm Details

* Indicates required field

Supplier Name National Bookstore Supplier Number 264

Address Details

* Country Philippines Q

(4 Contact Details and Purpose

Communication Details

* Address Line 1

| Phone Area Code

Address Line 2
Address Line 3
Address Line 4
City

County

State

Province
Postal Code

* Address Name

Addressee
Language Vi
Context Value v

Supplier Management

Phone Number
Fax Area Code

Fax Number
Email Address

Doc Ref: FMIS User Manual — Supplier Management

{03

Logued In Ao KADELEONA Step 5. Fill out the necessary
details such as:

Gancel|_continue | e Address Line 1

e Address Name
e Address Purpose tick the

checkboxes for:
[] Update to all new sites created for this address o P urc h a Si ng

o Payment

Once done, click Continue.

Address Purpose

Purchasing
Payment
[J RFQ Only

Diagnostic Console

File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0
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SR D A X B esnsoncon O Step 6. Tick the box on the left side
Supplirs: Address Book > Creats Adchess: Gonfrm Dotails > of the Site Name then click Apply.
Create Address: Site Creation Cancel  Back

Address Name Manila City Supplier Name National Bookstore
Address Details Pedro Gil St., PH Supplier Number 264

Purpose Payment, Purchasing

Operating Units

=
Site Name Operating Unit Tax Reportable
Manila Gty UP System O

Table Diagnostics

You will notice a confirmation note
stating that you are done adding a
new address in the supplier
address book.

| Payables Logged In As KADELEON4 ()

Suppliers

Quick Update 4 Confirmation

Manila City has been added to the Address Book for National Bookstore.

Update National Bookstore - 264: Address Book

Company Profile

Organization
Search
Tax Details
Address Name Site Name
Address Details

Address Book

Contact Directory Go Clear

Business Classification

Supplier Management 52
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Step 7. Next, go to Tax Details.

| Payables $¥F | LoggedinAskapELEoNs (1)

Suppliers
Suppliers >
Quick Update Update National Bookstore - 264: Tax Details Cancel Save
Company Profile
Income Tax

Organization

Taxpayer ID Allow Withholding Tax
Tax Detai
Reportable [_] Federal

Invoice Withholding Tax Group
Address Book [ state Payment Withholding Tax Group Q

Contact Directory Transaction Tax

Business Classification
Default Controls

Deadiinte 2 €

Step 8. Scroll down until you see

Supplier Sites the Supplier Sites.
Site Status Active v  Site Name Operating Unit Go
TIP The Allow Withholding Tax option is enabled only when the Withholding Tax option is enabled in both the supplier and payables options for the operating unit. <
Create | = Click Update —
Site Name Operating Unit Allow Tax Withholding Invoice Withholding Tax Group Payment Withholding Tax Group Update Transaction Tax
Cubao UP System Q 7
lioilo UP System Q Ve
Manila City UP System Q I:l
QUEZONCITY  UP System Q rd
Supplier Management 53
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l Payables

Suppliers: Tax Details >

Suppliers
Transaction Tax Details: Manila City (UP System)

Transaction Tax Quick Update

Company Profile
Default Controls

:\ Payables

Doc Ref: FMIS User Manual — Supplier Management

Lo I

4 Confirmation

Changes to Tax Details have been saved

Update National Bookstore - 264: Tax Details

Logged In As KADELEON4

V)

Cancel Save
Organization
Update the values that default to all invoices and tax registration records of this party or party site. ; Income Tax
Tax Details
Roundlrjg Level Header v [C] Set Invoice Values as Tax Inclusive Address Book Taxpayer ID Allow Withholding Tax
Rounding Rule Up v Reportable [ Federal Invoice Withholding Tax Group Q
Tax Registrations Gontact Dimctory [ state Payment Withholding Tax Group Q
Default Reporting Country Name _ Philippines Q Default Reporting Tax Registration Type Q
Default Reporting Registration Number [ 200-320-212-00000] l |
Create | ==
Regime Code Tax Tax Jurisdiction Code Registration Number Issuing Tax Authority Active Update Remove

No results found.

Table Diagnostics

Supplier Management
File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0

Step 9. Enter the branch TIN in the
Default Reporting Registration
Number field.
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Click Save.

A Confirmation note will appear that means you are done saving the branch supplier.

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

Supplier Management 55
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Registration of a
UP Internal Supplier




1. DOCUMENT CONTROL
1.3 Change Record

Date Author Version

- 1.0

Cherie Anne R. Pasco
08 August 2018 Julius A. Ermitanio 2.0

Supplier Management
File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0

Change Reference:

Initial

Updated field descriptions and
modified instructions
Updated screenshots

Doc Ref: FMIS User Manual — Supplier Management
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1.4 Description

Process ID

Process Name Registration of UP Internal Suppliers

Functional Domain  Accounts Payables Module

Responsibility Supplier Manager

Purpose To register a new UP employee, contractual, or job order as a

supplier in the system
Data Requirement Supplier information. Minimum requirements are as follows:
e Full name
e Tax Identification Number (TIN) — BIR issued
e Bank Account

Dependencies The UP internal supplier should have a Person Record in HRIS

Scenario A UP employee, contractual or job order will be registered as an
internal supplier if they are payees of DVs, entitled to cash advance,
liquidations and reimbursements.

Warning: Registering UP internal suppliers as standard
suppliers will affect closing of cash advances since the DV for
cash advance (prepayment DV) could not be applied to the
liguidation (expense report).

Supplier Management 58
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Step 1. Goto
https://uis.up.edu.ph

Google
Signin

Use your Google Account

Step 2. Log-in your UP Mall
credentials (e.g. email and

[ Email or phone password)
Forgot email?
Not your computer? Use a Private Window to sign in.
Learn more
Create account
English (United States) ~ Help Privacy Terms
Supplier Management 59
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Or you may open your UP Mail
and go to the Google
Workspace and select UIS

UIS SIT SSO

ZIP Extrac...

Supplier Management 60
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UNIVERSITY OF THE PHILIPPINES

University Information System Home Page

B Favorites Logout Preferences Help

Logged In As

Personalize

ElE] Supplier Manager, UPS

| Inquiny
@Sugglier Merge
| Search Supplier Bank Account
Assignment
Reports
H I up Employee Self Service

Worklist

From Type Subject Sent
There are no notifications in this view.

« TIP Vacation Rules - Redirect or auto-respond to notifications.

Y TIP Waorklist Access - Specify which users can view and act upon your notifications.

Supplier Management

File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0

Step 3. From UIS Home Page
proceed to Main Menu and
choose the Supplier Manager
responsibility

then click the Entry
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Step 4. Supplier Home Page
| PAYABLES \évjjllpa:ﬁ!oeerar the click Create

™ Navigator v @ Favorite Home Logout Preferenc

Create Supplier New Supplier Requests

Supplier Search New Supplier Requests(@)
Prospective Supplier Registations(0)

Supplier Profile Update Requests

Simple Search

At least one search criteria is required. Including part of supplier's name or number will improve the search performance. Fields are case insensitive. Su :ier Address Requests "D:
Supplier Contact Requests (0
Supplier Name D-1-H-§ Nurnber =2UBBLEr -OnEect Request (1) .
s —_— — Supplier Business Classificaion Requests (0)
Supplier Number Employee Number Supplier Product and Services Requests (0)
Taxpayer ID Supplier Bank Account Requests(0/0)
Tax Registration Mumber

[ Show Mare Options

[ co | e

Search Results

Supplier Name b- Parent Name Taxpayer ID Tax Registration b D-U-N-5 b Employ b Update
No search conducted.

Supplier Management 62
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Step 5. Create Supplier
Window will appear

.| PAYABLES
Change the Supplier Type to
g pp yp
™ Mavigator v @B Favorites Home Logout Preferences “Supplier Used tO pI“OC.eSS
Suppliers = expense payments to internal
Create Supplier em p|0yees_”
* Indicates required field m
ISuppHer Type | Supplier used to process expense payments to internal employees v FI” out the necessary detalls

I“ Employee Name |Dela Cruz, Mr. Juanito Facl Q, Context ]

Employee Number 100020660 Th n I| k A |

I Operating Unit  |UP System I Q, en Cclic pp y

Create Payment Site [ | Home

Note: The UP employee,
Tlprovisional contractual or job order is now
registered as an internal supplier in
. ulIs.
Field Name Description Remarks
Supplier Type Must be set to “ Supplier used to process | List of Values (LOV)
expense payments to internal employees”
Employee Name Registered name in HRIS List of Values (LOV)
Operating Unit Constituent University or Level 1 Unit List of Values (LOV)
Create Payment Site Office Checkbox
Supplier Management 63
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*  Quick Update
= Company Profile
© Qrganization
o Tax Details
©  Address Book
© Contact Directory

©  Business
Classification

o Products &
Services

o Banking Detzils
©  Surveys

= Approval History
® Terms and Control
©  Accounting
Tax and Reporting
Purchasing
Receiving
Payment Details
Relationship

o Invoice
Management

c

c

c

c

c

Suppliers

Lqﬂ Confirmation
Changes to Tax Defzils have been saved
Update Dela Cruz, Juan - 32595: Tax Details

Taxpayer ID  Details stored in HR Allow Withholding Tax

system "
Invoice Withholding Tax Grou
Reportable [ Federal . i A
Ostate Payment Withholding Tax Group Q

Default Controls

Update the values that default to all invoices and tax registration records of this party or party site.

Rounding Level |Header v [set Invoice Values as Tax Inclusive
Rounding Rule |Up v

Tax Registrations

Default Reporting Country Name Q Default Reporting Tax Registration Type Q
Default Reporting Registration Number

Regime Code Tax Tax Jurisdiction Code Registration Number Issuing Tax Authority Active Update Remove
No results found.

Associated Fiscal Classifications

* Indicates required field

“TIP

Fiscal Classification Type Code “Fiscal Classification Code Fiscal Classification Name *Effective From Effective To Remove
No results found.

Add Another Row

Site Status [Acove v Site Name Operzting Unit | 6o |

¥ TIP The Allow Withholding T3x option is enabled gnlv when the Withholding Tax option is enabled in both the supplier and payables options for the operating unit.
Site Name Operating Unit |Allow Tax Withholding |Invoice Withholding Tax Group  Payment Withholding Tax Group Update Transaction Tax
Office UP System Q 4

[cancel s |

Supplier Management
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Doc Ref: FMIS User Manual — Supplier Management

Step 6.Click Tax Details on the
left sidebar of the Suppliers
tab.

Please tick the Allow
Withholding Tax and Allow
Tax Withholding checkboxes
at the top and bottom regions of
the page.

Then, click Save
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(=]

(=]

(=]

(=]

Organization

Tax Detzils
Address Book
Contact Directory
Business

Classification

Products &

Services

Banking Detzils
Surveys

= Approval History

L‘L Confirmation
The payment methods and payment atiributes have been saved.
Update Dela Cruz, Juan - 32595: Payment Details

Doc Ref: FMIS User Manual — Supplier Management

Suppliers

* Quick Update
* Company Profile

=

Payment Details

=l Payment Methods

¥ TIP You can choose one payment method to default on documents for the payee. A default payment method is optional.

Payment Delivery Attributes Payment Specifications

Delivery Channel
Bank Instruction 1
Bank Instruction 2

* Terms and Confrol Payment Method Default
©  Accounting |Check [ pefault
©  Tax and Reporting
o Purchasing LODAP-ADA Coefauit
o Receiving IRD-‘\ ¥ Default I
©  Payment Details
o Relationship
o Invoice Payment Attributes
Management

Bank Instruction Detzils |

Payment Text Message 1
Payment Text Message 2
Payment Text Message 3

End Date -
[ &
[ &

Separate Remittance Advice Delivery

Setlement Priority W

Supplier Sites

Site Status [Actve |v| SiteName | Operating Unit. | | co |

Site Name Operating Unit
Office UP System

Update Payment Details

s

Supplier Management
File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0

Step 7.Click Payment Details
on the left sidebar of the
Suppliers tab.

Choose a default Payment
Method by ticking the checkbox
beside it.

Then, click Save.
Note: For Internal Suppliers,
either the Check payment

method or RDA payment
method is set as default.
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*  Quick Update
= Company Profile
@ Organizabdon
o Tax Detzils
o Address Book
o Contact Directory

©  Business
Classification

o Products &
= =

©  Banking Details
o Surveys

= Approval History

= Terms and Control
o Accounting
©  Tax and Repordng
o Purchasing
o Recelving
o Payment Detzils
= Relztonship

o Invoice
Management

Update Dela Cruz, Juan - 32595: Banking Details

Doc Ref: FMIS User Manual — Supplier Management

Suppliers

ool | sove |

Bank Account and Assignment Details

Select Account Assignment Level | Supplier

Payment Details

=/ Bank Accounts

Details Number

Create Factor Account

IBAN Currency Bank Name Start Date End Date Priority Increase Priority Decrease Priority Update Additional Details

No results found.

cancel [} save |

Supplier Management
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Step 8. Click Banking Details
on the left sidebar of the
Suppliers tab.

Then, click Create.
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Step 9. The Create Bank
Account page will appear.

- PAYABLES

Fill-in the necessary details
including Country, Bank
Name, Branch Name and
Suppliers: Banking Details > Account Number.

Create Bank Account

m MNavigator v @ Favorites v Home Logout Preferen

Suppliers

*  Quick Update
= Company Profile

* Indicates required field

©  Organization .
o Tax Detgils Payee Name Juan Dela Cruz Internal Organization Then, CI|Ck Ap ply
o Address Book Payee Site Supplier Site Name

o Contact Directory * Country |Philippines Q,

o Business T T Allow Intemational Payments &

Classificanion leank __________________________________Jganch |

©  Products &

Select Existing Bank
") Create New Bank

Select Existing Branch
"' Create New Braadh.

«  Approval History IBank MName |Land Bank of the Philippir I Q Branch Mame |Katipunan I Q
o Tme T G Bank Number Branch Number 001
) Tax Payer ID BIC
©  Accounting [ Show Bank Detzils Branch Type OTHER
©  Tax and Reporting [ Show Branch Details
o Purchasing
©  Receiving Bank Account
o Payment Detzils
©  Relationship I = Account Number [123456789 | AT TR
;anlang\r:rl;:nt Check Digits || Currency Q
IBAN
Account Owners
Account Owner Name Alternate Account Owner Name Primary End Date
Juan Dela Cruz Ii &
Add Another Row
= Show Bank Account Detgils
Supplier Management 67
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Step 10.0n the Banking
Details page click Save.
Expected Result:

A UP employee, Contractual, or

™ Mavigatorv B Fay s Home Logout Preferenc N
: Job Order has been registered as a
Suppliers . .
supplier in the system.
: E;J:rf:aizd::jﬁle L‘L Confirmation
& Organization The changes to the Banking Details have been saved. DISCLAIMER: The screenshots in this document
o Tax Details Update Dela Cruz, Juan - 32595: Banking Details are for illustration purposes only and may not be
the same as the final user interface.
o Address Book
o Contact Directory
o Business Bank Account and Assignment Details
Classification
Back to To
©  Products & ] - —Q
Services Select Account Assignment Level |Supp\|er v m
= Banking Details Payment Details
o Surveys
*  Approval History [= Bank Accounts
= Terms and Control
e |_Create Factor Account |
- TEmEm Termima m Create Factor Account
o Purchasing Show All Details | Hide All Details
o Receiving End Increase Decrease Additional
o Payment Details Details Number IBAN Currency Bank Name Start Date Date Priority Priority Priority Update Details
o Relationship [ Show XXCOX6789 Land Bank of the ID?—Aug—EDlS =] s 1 n v 2|7
; Philippines ’ ’
< Invoice
Management
Supplier Management 68
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Verification and Creation of
Additional Supplier Site
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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:
08 August 2018 Cherie Anne R. Pasco 1.0 Initial
Supplier Management 70
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1.2 Description

Process ID

Process Name Verification and Creation of Additional Supplier Site

Functional Domain  Accounts Payables Module

Responsibility Supplier Manager

Purpose For the supplier to appear in multiple supplier sites. This will allow

DV and PO originators from different CUs to view and select a
supplier already registered by in CU.
Data Requirement Supplier information such as
e Supplier ID
¢ Organization name — registered business name or
¢ Name of individual payee (UP employee, contractual or job

order)
Dependencies Supplier is already registered in UIS
Scenario Originating unit submits a request through the Supplier Registration

Form for the registration of a supplier.

Supplier Management 71
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Step 1. Goto
https://uis.up.edu.ph

Google
Signin

Use your Google Account

Step 2. Log-in your UP Mall
credentials (e.g. email and

[ Email or phone password)
Forgot email?
Not your computer? Use a Private Window to sign in.
Learn more
Create account
English (United States) ~ Help Privacy Terms
Supplier Management 72
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Or you may open your UP Mail
and go to the Google
Workspace and select UIS

UIS SIT SSO

ZIP Extrac...

Supplier Management 73
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B2 Favorites w Logout Preferences Help

Logged In As

Personalize

= 1 Supplier Manager, UPS

| Inquiry
@Sugglier Merge
B Search Supplier Bank Account
Assignment
IJ Reporis
H O yp Employee Self Service

From Type Subject Sent
There are no notifications in this view.

¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

¥ TIP Worklist Access - Specify which users can view and act upon your nofifications.

Supplier Management
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Step 3. From UIS Home Page
proceed to Main Menu and
choose the Supplier Manager
responsibility

then click the Entry
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;) PAYABLES

™ MNavigator v B Favorites ™ Home Logout Preferences Help

Create Supplier New Supplier Requests
Supplier Search Mew Supplier Requests(0)

Prospective Supplier Registrations(0)

Simple Search
Supplier Profile Update Requests

At least one search criteria is required. Including part of supplier's name or number will improve the search performance. Fields are  SU lier Address Requests ':D‘
case insensitive. Supplier Contact Requests (0)

Supplier Business Classification Requests (0]
D-U-N-G Nurmber e e
Supplier Product and Services Requests (0}

Supplier Bank Account Requests(0/0)

ISuppIier Mame |%Mational Bookstore%s I
Supplier Number

Employee Number

Taxpayer ID
Tax Registration Number
[ Show More Opfions

ciear

Supplier Parent Supplier Taxpayer Tax Registration D-U-N-S5 Employee
Supplier Name Number Name D Number Number Number Update
Mo search
conducted.

Supplier Management
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Step 4. Supplier Home Page
will appear.

Search for the supplier using
any of the available fields. You
may use % as a wildcard
character.

When searching for a Supplier
Name, you may enter the name
in between wildcard characters.
For example, %National
Bookstore%.

Then, click Go.
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Step 5. ldentify the supplier
from the Search Results

PAYABLES

Then click on the Update icon.

™ Mavigator v B Favorit Home Logout Preferences Help

Create Supplier New Supplier Requests
Supplier Search Mew Supplier Requests(0)

Prospective Supplier Registrations(0)
Simple Search
Supplier Profile Update Requests

At least one search criteria is required. Including part of supplier's name or number will improve the search SL'DDI?E" Address Requests 'D:*
performance. Fields are case insensitive. SL'DD:'E" Contact R'EIU“EE'“—" (0) .
) - Supplier Business Classification Requests (0}
Supplier Name  |%Mational Bookstore%s D-U-N-5 Mumnber .
plp Supplier Product and Services Requests (0)
Supplier Nurmber Employee Humber Supplier Bank Account Requests(0/0)

Taxpayer ID
Tax Registration Mumber

@Shuw More Options

[Go | clear
Search Results

Parent Tax
Supplier [Supplier Registration D-U-N-5 [Employee
Supplier Name = |Number [Name Taxpayer ID Number Number [Number |Update
International 10633 500-003-508-834 —
Bookstore =
Mational Bookstore 264 000-299-299-143 000-290-200-143
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Step 6. The Quick Update
page will appear

then check the Supplier Sites
™ Navigator v @ Favor Home Logout Preferences Personali ag iag reglon If there IS nO entry,
Suppliers proceed to the Address Book.

Suppliers =
Update National Book Store, Inc. - 32634: Quick Update
* Company Profile

* Indicates required field
@ (Organizadon m
o Tax Details * Supplier Name |National Book Store, Inc. Purchase Order Hold  [T] all new Orders

*  Quick Update

Supplier Number 32634 Hold from Payment [ All Tnvoices

& Contact Directory Alternate Supplier Name [ unmatched Invoices
©  Business Registry ID - 78724 [ unvalidated Invoices
Classification Inactive Date ﬂ

o Producis & (example: 23-Jul-2018)

Services Alias

o Banking Detzils _—
o Surveys Supplier Sites

+ Approval History

o TemmeTh i SiteStatus [Actve |v|  SiteName Operating Unit | | Go |

@ Accounting -
5 Ener T Key Purchasing Setups = Key Payment Setups
o Purchasing
o Receiving Create Debit
o Payment Details Invoice Memo from Gapless

¥l ) ) ite  Operating Ship-To Bill-To  Ship Pay Alternate Summary RTS Invoice Freight Transportation Country
©  Relationship Name Unit Location Location Via On Pay Site Level L | ion bering *Selling Company Identifier FOB Terms  Arranged of Origin
< Invoice o
Management resulis

ound
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Step 7. On the Address Book
page click on Create.

m Navigator v @ Favorites v Home Logout Preferel

Suppliers
Suppliers =

* Quick Update Update National Book Store, Inc. - 32634: Address Book

= Company Profile
©  QOrganization Search
© Tax Defails

m Address Name Site Name I

o Contact Directory Address Details

" Jusnes o | o |

Classification

o Producs &
Services
= Banking Defails Details [Name |Addms Country |Commun'|cat'|on Purpose Status | Update Manage Sites Remove

o Surveys @ Show UP System  Ali Mall Ground Floor, Ali Mall Phase 1T, Philippines Payment, Purchasing Current

Approval History P. Tuazon Boulevard, Araneta Center / |_2:| ﬁﬂ
Quezon City, Philippines

Terms and Confrol
o Accounting
©  Tax and Reporting
©  Purchasing
o Receiving
o Payment Detzils
©  Relationship
o Invoice
Management

EI Inactive Addresses
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Suppliers = Update National Book Store, Inc. - 32634 Address Book =
Create Address: Confirm Details

™ Mavigator v @B Favorites v

Doc Ref: FMIS User Manual — Supplier Management

Home Logout Preferences Help Personalize Page Diagnostics

* Indicates required field

Supplier Name National Book Store, Inc.

Supplier Number 32634

Address Details Contact Details and Purpose

* Country |Philippines

Q

Communication Details
Phone Area Code

* Address Line 1 |Ayzla Trinoma Level M1, Trinoma,

Phone Number

Address Line 2 |EDSA cor. North Avenue,

Fax Area Code

Address Line 3 |Brgy. Bagong Pag-asa

Fax Number

Address Line 4

Ermail Address

City |Quezon City

1 I

[ Update to all new sites created for this address

Address Purpose

County

State

Purchasing
Payment

Province

Postal Code

* Address Name |UP Diliman I

Addressee
Language w
Context Value | )

[LIrFQ Only

Supplier Management
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Step 8. The Create Address:
Confirm Details page will
appear

Fill-in required details.

For the Address Name, enter
the constituent university or
level 1 unit such as UP System,
UP Diliman, etc.

For the Address Purpose,
make sure that the checkboxes
for Purchasing and Payment
are ticked.

Then, click Continue.
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PAYABLES

Home Logout Preferences Personalize Page Diagnostics

™ Navigator v B Favorites ¥

Suppliers = Update MNational Book Store, Inc. - 32634: Address Book >  Create Address: Confirm Details =
Create Address: Site Creation

Supplier Name MNational Book Store, Inc.
Supplier Number 32634

Address Name UP Diliman
Address Details  Ayala Trinoma Level M1, Trinoma,, EDSA
cor. North Avenue,, Brgy. Bagong Pag-asa,
Quezon City, PH
Purpose Payment, Purchasing

Operating Units

Select All | Select None

Select Site Name |Operating Unit | Tax Reportable
UP Diliman UP Diliman O

Site Attributes

Communication Details [ ] Update to all new sites created for this address
[ override default site atiributes

Supplier Management
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Step 9. The Create Address:
Site Creation page will appear

For Standard Suppliers, select
the appropriate Site Name by
ticking the checkbox beside it.

Then, click Apply.

For UP Internal Suppliers,
select Office as the Expense
Payment Site Name then click
Go.

Select the appropriate Site
Name by ticking the checkbox
beside it.

Then, click ApplyExpected
Result:

A new Supplier Site has been
added to an existing Supplier.

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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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:
08 August 2018 Cherie Anne R. Pasco 1.0  Initial
Added steps on how to remove
15 November 2019  Julius Ermitanio 1.1 supplier site
Supplier Management 82
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1.2 Description

Process ID
Process Name
Functional Domain
Responsibility
Purpose

Data Requirement

Dependencies

Scenario

Supplier Management

Doc Ref: FMIS User Manual — Supplier Management

Updating Supplier Information
Accounts Payables Module
Supplier Manager
To keep supplier records up-to-date, supplier manager may change,
remove or add details to a registered supplier.
Supplier information such as

e Supplier ID

e Organization name — registered business name or

¢ Name of individual payee (UP employee, contractual or job

order)

Changes in the name of UP Internal Suppliers will only reflect if
changes are made to the HRIS Person Record
Originating unit, SPMO, Accounting Office or Cash Office submits a
request through the Supplier Registration Form for the updating of
supplier information

File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0
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Step 1. Goto
https://uis.up.edu.ph

Google
Signin

Step 2. Log-in your UP Mall
Use your Google Account credentials (e.g. email and

password)

[ Email or phone

Forgot email?

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

Create account

English (United States) ~ Help Privacy Terms

Supplier Management
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Or you may open your UP Mail
and go to the Google
Workspace and select UIS

UIS SIT SSO

ZIP Extrac...

Supplier Management 85
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=@ ] UNIVERSITY OF THE PHILIPPINES

B Favorites w

University Information System Home Page

Logout Preferences Help

Logged In As

Main Menu

Personalize

From
There are no notifications in this view.

ENE Supplier Manager, UPS

| Search Supplier Bank Account
Assignrnent
Reports
H O up Employee Self Service

Type Subject Sent

| Tnquiry ¥ TIP Vacation Rules - Redirect or auto-respond to nofifications.
= Supplier Merge + TIP Worklist Access - Specify which users can view and act upon your notificaions.
aupplier Merge

Supplier Management
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Step 3. From UIS Home Page
proceed to Main Menu and
choose the Supplier Manager
responsibility

then click the Entry
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Step 4. Supplier Home Page
will appear.

7 /) PAYABLES

Search for the supplier using
any of the available fields. You

m MNavigator v e Favorites v Home Logout Preferences Help may use % as a Wildcal’d
character.
i h New Supplier Requests(d) H H
— Prospective Supplier Registrations(0) When SearChlng fora Supp“er
Name, you may enter the name

Supplier Profile Update Requests

At least one search criteria is required. Including part of supplier's name or number will improve the search performance. Fields are  Subplier Address Requests (0)

in between wildcard characters.

et one < Supplis Cotac Reaues's () ‘ For example, %National
) . oy Supplier Business Classification Requests (0)
|Sup.pl|er Rancl Yirtational Booksiorera I s Supplier Product and Services Reguests (0} BOOkStore%-
Supplier Number Employee Nurmber Supplier Bank Account Requests(0/0)
Taxpayer ID .
Tax Registration Mumber Then’ CIICk GO'

[ Show More Options

[co . oo

Supplier Parent Supplier Taxpayer Tax Registration D-U-N-S Employee
Supplier Name Number Name D Number Number Number Update
Mo search
conducted.

Supplier Management 87
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Step 5. ldentify the supplier
from the Search Results

PAYABLES

Then click on the Update icon.

m MNavigator v B Favorites v Home Logout Preferenc

Create Supplier New Supplier Requests
Supplier Search New Supplier Requests(0)

Prospective Supplier Registrations(0)

Supplier Profile Update Requests

At least one search criteria is required. Including part of supplier's name or number will improve the search Supplier Address Requests (0]

Simple Search

performance. Fields are case insensitive. SL'DD:E" Contact R'Elu“eﬁ"—" (0) .
. - Supplier Business Classification Requests (0]
Supplier Name |%National Bookstore% D-U-N-S Murmber .
p-p Supplier Product and Services Reguests (0}
Supplier Number Ermployes Number Supplier Bank Account Reguests(0/0)
Taxpayer ID
Tax Registration Number

[ Show More Options

“Go | Clear
Search Results

Parent Tax
Supplier |Supplier Registration D-U-N-S |[Employee
Supplier Name = [Number |Name Taxpayer ID Number Number |Number |Update
International 10633 500-003-508-834
Bookstore
Mational Bookstore 264 000-299-299-143 000-299-299-143
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Home Logout Preferenc

™ Navigator ¥

B Favo

Suppliers
Suppliers =

* Quick Update Update National Book Store, Inc. - 32634: Quick Update

sonalize Page Diag

Doc Ref: FMIS User Manual — Supplier Management

Step 6. The Quick Update
page will appear

For standard suppliers, the
Supplier Name and Alternate
Supplier Name may be
updated. Any changes made

- Ty il * Indicates required field

o Organization

o Tax Detzils I Supplier Mame INationa\ Book Store, Inc. I

©  Address Book Supplier Number 32634

©  Contact Directory Alternate Supplier Name

o Business Registry ID 78724

Classification Inactive Date &)

©  Products & (example: 23-Jul-2018)

Services Alias

©  Banking Details

o Surveys
= Approval History
= Terms and Control Site Status IActive v | Site Name Operating Unit m

o Accounting -

o TEmETd T Key Purchasing Setups Key Payment Setups

©  Purchasing

©  Receiving

o Payment Detzils

©  Relationship Site Operating

o Invoice Name Unit Ship-To Location Bill-To Location Ship Via Pay On Alternate Pay Site Invoice Summar]

Management UP  UP System |University of the Philippin| ©, |University of the Philippin <, =} I v Q I

System

will reflect on existing FMIS
transactions.

Supplier Management
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Payables JRERMITANIO

Suppliers

ek Upaste Update [ - 27306: Address Book
Company Proflle Search

Organization

Address Name Site Hame
Address Delails
GO Clear
ssificstion
Create |3 2 S v @
Products & Senices Details Name & Address Country Communication Purpose Status - Update Manage Sites Remove
Surveys
Sites Using e Adaress.
Approval History Site Name: Operating Unit Communication Puipose
B Purchasing

Toamss and O

s ane conrel P Manita UP Manita @ Payment

Accounting O RFaonly

Tax and Reporiing _

P UPSystem Quezon City Philipgines Payment, Purchasing Current i}

Pur

Recaing 4 Inactive Addresses

Payment Details

Relationsnip He@@m

Deotails Name Address Country Communication Purpose Update Manage Site
imoice Management Na resuits found.

Doc Ref: FMIS User Manual — Supplier Management

Step 7.
Remove Supplier Site.

U]

Go to Address Book tab.

Select the supplier site you
want to remove.

Verify the Operating unit by
clicking the expand button
below Details.

Then click Remove button.

Payables

Suppliers: Agdress Book >

Address Removal Warning cancel

You have selectedto remave the address. This will set the ad tatus to inactive and in site that is associated with the address. regardless of operaling unit {the affecled sites are listed in the tat the Inactive Date for sites within your own MOAC profile then you will have to use the Manage Si
pape to manually update the Inactive Date for each site. Also < will o longer be any contacts and any bank account 2seignments o the addrees will be inactivated. The affacied Contac low a5 well. Are you Sure you want fo remave the address
Site Details
HzEd @
Site Name Operating Unit Email Phone Fax
UP Manila UP Philipping General Hospital
P Manila P Manila
Bank Account Details
He@gem
Bank Account Number Currency 1BAN Bank Account Name Bank Name
Ho results found.

Loggedn As JAERMITANIO

Step 8. Click Apply.

0]

Supplier Management
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Step 9. Confirmation that the
Supplier site was deactivated
[l Confirmation will appear.

Click Ok.

The address UP Manila has been inactivated. All of the sites associated with the address have also
been inactivated and the address is no longer associated to any contacts or bank accounts.

The deactivated supplier site
) Porees CRE A will be listed under Inactive
Addresses.

Suppliers
Suppliers: Address Book > Address Removal Warning =
QuickUpaate Update I - 27306: Address Book
Company Profile
Search
Organization
Tax Detalls Address Name Site Name
Address Book Address Details
Go  Clear
Contact Directory
Business Classification
Products & Senices Create | [ 2 [ %3 v [@
Details Name 4 Address Country ~ Communication Purpose. Status 2 Update Manage Sites Remove,
Banking Details
» UP System Quezon City Philippines. Current Ve =] o
Surveys
Approval History 4 Inactive Addresses
Terms and Control
Accounting Hebaym
Details Name 4 Address Country Communication Purpose. Update Manage Site
Taxand Reporting UP-PGH-OTORHINOLARYNGOLOGY-EAR UNIT 5
» UP Manila Wanila City Philippines v E]
Purchasing
Receiving
Payment Details
Relationship
Invoice Hanagement

Supplier Management

91
File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0



ma ) PAYABLES

m Navigator v @B Favorites ¥
Suppliers

Suppliers =

* Quick Update Update National Book Store, Inc. - 32634: Quick Update

Home Logout Preferences Personalize Page Diagnostics

Doc Ref: FMIS User Manual — Supplier Management

Step 10. Select the appropriate
menu from the left side bar to
update other supplier details.

After making necessary
changes, click on Apply or
Save for the changes to take

e _Company Profile *= Indicates required field

= Approval History

Site Status [Acive |v| SiteName | Operating Unit. | | 6o |

* Terms and Control

©  Accounting -

o Tax and Reporting Key Purchasing Setups = Key Payment Setups

@ Purchasing

© Recaiving

o Relationship Site  Operating

o Invoice Name Unit Ship-To Location Bill-To Location Ship Via Pay On Alternate Pay Site
UP  UP System |University of the Philippin| | University of the Philippin| ©4 Q I v

Systam

©  Organization
o Tax Detzils * Supplier Mame INationaI Book Store, Inc.
©  Address Book Supplier Humber 32634
©  Contact Directory Alternate Supplier Name
o Business Registry ID 78724
Classification Inactive Date I |:=I
o Products & {=mmple: 23-Jul-2018)
eLices Alias
> sunvers

effect.

Expected Result:

The information of an existing
Supplier has been updated.

Invoice Summary

a |

Supplier Management
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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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Registration of Supplier Email for
Separate Remittance Advices




Doc Ref: FMIS User Manual — Supplier Management

1. DOCUMENT CONTROL

1.3 Change Record

Date Author Version Change Reference:
08 March 2024 Riza Nequias 1.0  Initial
Supplier Management 94
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1.4 Description

Process ID
Process Name
Functional Domain
Responsibility
Purpose

Data Requirement
Dependencies
Scenario

Supplier Management

Doc Ref: FMIS User Manual — Supplier Management

Registration of Supplier Email for Separate Remittance Advices
Accounts Payables Module

Supplier Manager

To register a supplier email account for receiving Separate
Remittance Advices

Supplier email account

Registered supplier in the system

The supplier manager will add an email account to an existing
supplier record in the system to receive email notices regarding DV
payments.

File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0
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Step 1. Goto
https://uis.up.edu.ph

Google
Signin

Step 2. Log-in your UP Mall
Use your Google Account credentials (e.g. email and

password)

[ Email or phone

Forgot email?

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

Create account

English (United States) ~ Help Privacy Terms

Supplier Management
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Or you may open your UP Mail
and go to the Google
Workspace and select UIS.

UIS SIT SSO

ZIP Extrac...

Supplier Management 97
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Step 3. On the UIS Home
Page, navigate to Supplier
Manager > Entry.

University of the Philippines Logged In As

Home

Navigator Worklist

Personalize Full List (19)
I: Supplier Manager, UPS| From . Type -~ Subject -

\: Inquiry

[E& supplier Merge Wi

\:\ Search Supplier Bank Account
Assignment

\:\ Reports n

Supplier Management 98
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Step 4. Search for the supplier
by entering the name in the
Supplier Name field.

Suppliers

Create Supplier

Supplier Search Then, click Go.

Simple Search

At least one search criteria is required. Including part of supplier's name or number will improve the search performance. Fields are case

insensitive.
Supplier Name [ NBS [ Tax Registration Number
Supplier Number D-U-N-$ Number
Taxpayer ID Employee Number

p Show More Options

Clear

Search Results

B & oo
. . Parent Supplier Tax Registration Employee
Supplier Name  Supplier Number Name Taxpayer ID Number D-U-N-S Number Number
No search
conducted.
Supplier Management 99
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Payables

Suppliers

Suppliers >

Update NBS - 59786: Quick Update

* Indicates required field

Quick Update

Company Profile

* Supplier Name NBS
Supplier Number 59786
Alternate Supplier Name
Registry ID 121274
Inactive Date (20-Feb-2024) [g

Alias National Book Store

Organization

Tax Details
Address Book
Contact Directory
Business Classification ~ Supplier Sites
Products & Services

Site Status Active v Site Name

Banking Details

Key Purchasing Setups = Key Payment Setups
Surveys

Lroat |

{';'I- | Logged In As RANEQUIAS (!)

Cancel Save

Purchase Order Hold [_] All New Orders

Hold from Payment [] All Invoices
[] Unmatched Invoices
[] Unvalidated Invoices

Operating Unit Go

Supplier Management
File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0
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You will be directed to the
Quick Update page.
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TOUTESS DUTK nactive Date (20-Feb-ZUZ3] g [J Unvaldated Invoices | St
ep 5. Scroll down, select
i Alias National Book Store p . ’
Contact Directory Payment Details.
Business Classification ~ Supplier Sites
Products & Services . - . . .
Site Status Active v Site Name Operating Unit Go
Banking Details
Key Purchasing Setups = Key Payment Setups
Surveys
|
Approval History Create ' ee*
Terms and Control Site  Operating g, 15 | ocation Bill-To Location Ship Via
Name Unit
Accounting upP
System UP System University of the Philippine: Q University of the Philippine; Q
Tax and Reporting d =
Purchasing Table Diagnostics
Receiving
Cancel Save
Payment Details
Relationship
Invoice Management

Supplier Management 101
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Quick Update
Company Profile
Organization
Tax Details
Address Book
Contact Directory
Business Classification
Products & Services
Banking Details
Surveys
Approval History
Terms and Control
Accounting
Tax and Reporting
Purchasing
Receiving
Payment Details
Relationship

Invoice Management

Suppliers >

Update NBS - 59786: Payment Details Cancel Save
Payment Details

4 Payment Methods

@ TIP You can choose one payment method fo default on documents for the payee. A default payment method is optional.

Add |-

Payment Method Default End Date

Check [
Default

Electronic [m] [
Default

LDDAP-ADA D g
Default

Outsourced Check a e
Default

RDA (] t
Default

Wire O (Y
Default

Table Diagnostics
Payment Attributes
Payment Delivery Attributes =~ Payment Specifications [Separale Remittance Advice Delivery ]
Service Level Settlement Priority v

Payment Text Message 1
Payment Text Message 2
Payment Text Message 3

Delivery Channel
Bank Instruction 1

plp o P

Bank Instruction 2
Bank Instruction Details

Supplier Management
File Ref: ITDC — FMIS

— UM 20002 Supplier Manager - 02022024 — ver. 3.0
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Then, go to the Separate
Remittance Advice Delivery
tab under the Payment
Attributes region.
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Payment Attributes
Payment Details

Relationship
Payment Delivery Attributes
Invoice Management

Supplier Sites

Create |-
Site Name

UP System

Table Diagnostics

Payment

Separate Remi

Delivery Method] E-mail v

Site status Active v

Operating Unit
UP System

Fax

Site Name

Operating Unit

Update Payment Details

Cancel

Supplier Management
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Step 6. Set the Delivery
Method to E-mail.

Enter the E-mail of the supplier,
then Save.
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: | Payables

suppliers

Quick Update
Company Profile
Organization
Tax Details
Address Book
Contact Directory
Business Classification
Products & Services
Banking Details
surveys
Approval History
Terms and Control
Accounting
Tax and Reporting
Purchasing

Receiving

Payment Details

Suppliers >
& Confirmation
The payment methods and payment atiributes have been saved.

Update NBS - 59786: Payment Details

Payment Details

4 Payment Methods

@ TIP You can choose one payment method to default on documents for the payee. A default payment method is optional.

Add | e

Payment Method Default End Date
Check
Default
Electronic
Default
LDDAP-ADA =]
Default
Qutsourced Check =]
Default
RDA 0
Default
Wire =]
Default

Table Diagnostics

Logged In As.

Cancel

Save

Doc Ref: FMIS User Manual — Supplier Management

Expected Result:

A confirmation will appear that
the payment methods and
payment attributes have been
saved.

Supplier Management
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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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Running the
Employee Update Program
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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:
28 August 2018 Cherie Anne R. Pasco 1.0 Initial
Supplier Management 106
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1.2 Description

Process ID
Process Name
Functional Domain
Responsibility
Purpose

Data Requirement

Dependencies

Scenario

Supplier Management

Doc Ref: FMIS User Manual — Supplier Management

Running the Employee Update Program

Accounts Payables Module

Supplier Manager

To keep UP internal supplier records up-to-date based on changes
made to the HRIS Person Record

Supplier information such as

e Supplier ID
e Name of individual payee (UP employee, contractual or job
order)

Changes in the name of UP Internal Suppliers will only reflect if
changes are made to the HRIS Person Record

Originating unit submits a request to HRDO for updating or
correction of employee name and applies changes to the HRIS
Person Record. For the changes to appear in the Payables Supplier
list, the Employee Update Program must be run by the Supplier
Manager. This may be done regularly by the Supplier Manager.

File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0
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Step 1. Goto
https://uis.up.edu.ph

Google
Signin

Step 2. Log-in your UP Mall
Use your Google Account credentials (e.g. email and

password)

[ Email or phone

Forgot email?

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

Create account

English (United States) ~ Help Privacy Terms

Supplier Management
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Or you may open your UP Mail
and go to the Google
Workspace and select UIS

UIS SIT SSO

ZIP Extrac...

Supplier Management 109
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| UNIVERSITY OF THE PHILIPPINES

University Information System Home Page

B Favorites W Logout Preferences Help

Logged In As

Personalize

=N Supplier Manager, UPS
=piig
lElSuuiner Merge
| Search Supplier Bank Account

= UP Ernployes Self Service

Full List
From Type Subject Sent
There are no notifications in this view.

¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

Supplier Management
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Step 3. From UIS Home Page
proceed to Main Menu and
choose the Supplier Manager
responsibility

then click the Reports
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Step 4. The Schedule Request
Page will appear.

On the Program Name, search
and select Employee Update

=)
o | SUPPLIER MANAGER, UPS
™ Navigator v @ Favorites v Home Logout Preferences Help
Name Parameters Schedule Layout Notifications Delivery More P ro g ram.
Schedule R t: Name
* Indicates required field
Manage Schedule | Cancel | submit | SRRRY Next | , .
O eques Then, click Submit.
(JCopy Request
I Program Name |Employee Update Program QI
Request Name |
The name can later be used to search for this request
Language Settings
Select All | Select None
Select *Language *Territory Numeric Character
American English |United States Q, || Q
[ anage Schedule | Cancel | submic SRRPE
SUPPLIER MANAGER, UPS
i Nevigator ¥ B2 Favorites ¥ Home Logout Preferences Help
= ) o
Previous Notifications Delivery Review
Schedule Request: Review
[ T oo PR s |
(o |
‘Concurrent Program Name  Employee Update Program
Request Name
Operating Unit
Language Settings
Language Territory  Numeric Character
American English United States .,
| schedvte |
Schedule As Soon As Possible
Recurrence Never Repeats

Supplier Management
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Step 5. On the Requests
Summary Table, the Phase

7 | SUPPLIER MANAGER, UPS
Status should be Completed
Normal.
™ Navigalor v B Favorites ¥ Home Logout Preferences Help
Requests 1
T N co | T Senren | St R | Click Refresh to update the
mary Table status.
=
I Request ID|Name Phase Status Scheduled Date Details Output | |
4791253 Employee Update Program Pending Normal 20-Aug-2018 11:41:28 @ =2
4791164 Employee Update Program Completed Normal 20-Aug-2018 11:30:42 = 5 =Y
Supplier Management 112
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Step 6. Once the program has
completed running, click the
Output icon to view the updated
Employee Supplier.

™ Navigator v @ Favorites v Home Logout Freferences Help
Requests
vew (tinon B IR [Seorch | Submic Raquost |
Requests Summary Table
Expected Result:
ID[Name Phase Status [ Date | Detaits [  output | i |
4791253 Employee Update Program Completed Normal 20-Aug-2018 11:41:28 =] I£| 'b-?; A i A A
4791164 Employee Update Program Completed Normal 20-Aug-2018 11:30:42 2 & =X The information of an existing
UP Internal Supplier has been
updated.
Sample Output
ece | @ nttps:fjuis.u...d=2127482337 % | +
— b DISCLAIMER: The screenshots in this document
G’ @ | https://uis.up.edu.ph/OA_CGI/FNDWRR.exe?temp_id=2127482337 E1| ¢ Q search wBa ¥ A = are for illustration purposes only and may not be

UP Los Banos

Updated Value

Supplier Name Updated From

Reynaldo Pareja Reynaldo Pareja

Employee Update Program

Report Date:
Page:

Updated To

17-AUG-2018 10:27

Pareja, Mr. Reynaldo Bonacbra Jr

the same as the final user interface.

Back to Top

Supplier Management
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Merging Standard Suppliers




1. DOCUMENT CONTROL
1.1 Change Record

Date Author Version

- 1.0

Cherie Anne R. Pasco
08 August 2018 Julius A. Ermitanio 2.0

Supplier Management
File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0

Change Reference:

Initial

Updated field descriptions and
modified instructions
Updated screenshots

Doc Ref: FMIS User Manual — Supplier Management
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1.2 Description

Process ID
Process Name
Functional Domain
Responsibility
Purpose

Data Requirement

Dependencies

Scenario

Supplier Management

Doc Ref: FMIS User Manual — Supplier Management

Merging Suppliers
Accounts Payables Module
Supplier Manager
To keep supplier records up-to-date and eliminate duplications.
Supplier information such as

e Supplier ID

e Organization name — registered business name
Supplier was registered multiple times in the system using different
names
During supplier registration, the Supplier Manager must first check if
the supplier being registered is already on the list of suppliers. If this
step was overlooked, it is possible that there will be duplications as
shown in the figures below.

File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0
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Step 1. Goto
https://uis.up.edu.ph

Google
Signin

Step 2. Log-in your UP Mall
Use your Google Account credentials (e.g. email and

password)

[ Email or phone

Forgot email?

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

Create account

English (United States) ~ Help Privacy Terms

Supplier Management
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Or you may open your UP Mail
and go to the Google Workspace
and select UIS

UIS SIT SSO

ZIP Extrac...

Supplier Management 118
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) UNIVERSITY OF THE PHILIPPINES

B Favorites w

University Information System Home Page

Logout Preferences Help

Logged In As

Personalize

||:—| [ Supplier Manager, UPS I From
| Entry

There are no notifications in this view.

= Supplier Merge

| Search Supplier Bank Account
Assignment
|J Reports

H [ system Administrator

#H [ yp Employee Self Service

Worklist

Type Subject Sent

T “TIP Vacation Rules - Redirect or auto-respond to notifications.
< TIP Worklist Access - Specify which users can view and act upon your notifications.

Supplier Management
File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0

Step 3. From UIS Home Page
proceed to Main Menu and
choose the Supplier Manager
responsibility

then click the Supplier Merge
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- o Step 4. Java application will
launch with Security Warning.

. University Information Sys... < | . https://uis...c8gv13=PROD X | 4
Tick the checkbox and click

Gl a https://uis.up.edu.ph/forms/frmservletfappletmode=nonforms&HTMI ¢ || Q Search ﬂ’ B ¥+ A& O
Run.

(( <
= 2
]‘-3?5 » Do you want to run this application?
T \g )
—— ' Publisher: UNKNOWN
-

Location:  hitps: fjuis.up.edu.ph

Running this application may be a security risk

Risk: This application will run with unrestricted access which may put your computer and personal
infarmation at risk. The information provided is unreliable or unknown so it is recommended not to
run this application unless you are familiar with its source
Mare Information

Select the box below, then click Run to start the application
{accept the Tisk and viant o rom this sppicaion: || Run | | | Cancel

Supplier Management 120
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File Edit Wiew Fole

+;+\J%®I

Window Help

8 DRI LED J 52

upplier Manage

From Supplier To Supplier

SYSTEM
QUEZON CITY

Doc Ref: FMIS User Manual — Supplier Management

ORACLE

Field Name

Description

Remarks

Invoices

Transcations which will be updated upon
merging of suppliers

Select All to update all DVs
using the same supplier
List of Values (LOV)

From Supplier:
Name

Registered business name of the supplier to
be eliminated
Example:National Book Store

List of Values (LOV)

From Supplier: Site

Site of the supplier to be eliminated

List of Values (LOV)

To Supplier: Name

Registered business name of the supplier to
be retained
Example: National Book Store, Inc.

List of Values (LOV)

To Supplier: Site

Site of the supplier to be retained

List of Values (LOV)

Supplier Management

File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0

Step 5. The Supplier Merge
window will open.

Click New and fill-in the
necessary details.

Then, click Merge.
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File Edit Foldsr Too Help ORACLE Step 6. A Caution window will
SolEGaaa@Ee I Eal2e e - | appear. Click Ok.

From Supplier

FO Mame Marne
Juanito V. Bariuan |SYSTEM Bariuan, Asst. Prof. .
National Bookstore |QUEZON CITY Hational Book Store,

Continue?

Supplier Management 122
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File Edit | E T ow Help

AYOI . DEP) LD ADD D | 2

Transfer Frarm Supplier

Irvoices PO Mame

Juanito V. Bariuan |SYSTEM

To Supplier

=1

|1 | Bariuan, Asst. Prof. .

ORACLE

CITY

National Bookstore |QUEZON

AP-10

heck the s

The req

us of the reguest in the Req

Supplier Management
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Step 7. A Note window will
appear stating the request
number. Take note of the
request number and then click
Ok.
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Step 8. Click View on the

File Edit V/
toolbar. Then, select Requests.

= % Show Mavigator
Zo0m

Find...
Fyy Fimcd Al

Query By Example ¥
Su

3
Su Record

Translations...
Attachments...

=% SurnrmaryDetal

Eie Edt | Step 9. Find Requests page
o will appear. Click Find.

Order B

he Mumber o

Submit a Mew Request

Supplier Management 124
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- Step 8. The Requests window
AP0 IO OSSP N E LD D52 will appear.

= Click the Refresh Data button
< 51X on the upper left side of the
window until the Phase
becomes Completed and
Status, Normal.

Refresh Data Find Reguests Subrit 3 MNew Heguest...

| 3449979 Supplier Merge Program Completed Mormal 8447, 2027, Y, Y. Y, Y. Y. 264, =

Then click View Output button.

Once the request is completed,
verify that the suppliers have

- been merged by searching for
the supplier.

herge

4|

Hiold Reguest Wiew Details. Wiew Output

Expected Result:

Cancel Request Diagnostics Wiew Log. .

Sl Duplicate Suppliers has been

merged into one.

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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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:
08 August 2018 Cherie Anne R. Pasco 1.0 Initial
Supplier Management 127
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1.2 Description

Process ID
Process Name
Functional Domain
Responsibility
Purpose

Data Requirement

Dependencies
Scenario

Supplier Management

Tagging a Supplier as Inactive
Accounts Payables Module
Supplier Manager
To keep supplier records up-to-date, supplier manager may tag
suppliers as inactive.
Supplier information such as
e Supplier ID
e Organization name — registered business name or
¢ Name of individual payee (UP employee, contractual or job
order)
Supplier is registered in the system
SPMO or HRDO identifies supplier, standard or internal, to be
removed from the list of active suppliers

File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0

Doc Ref: FMIS User Manual — Supplier Management
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Step 1. Goto
https://uis.up.edu.ph

Google
Signin

Step 2. Log-in your UP Mall
Use your Google Account credentials (e.g. email and

password)

[ Email or phone

Forgot email?

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

Create account

English (United States) ~ Help Privacy Terms

Supplier Management
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Or you may open your UP Mail
and go to the Google Workspace
and select UIS

9.

UIS SIT SSO Webex

ZIP

ZIP Extrac...

Supplier Management 130
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B Favorites Logout Preferences Help

Logged In As
University Information System Home Page

Personalize

=) L Supplier Manager, UPS

From Type Subject Sent
There are no notificaions in this view.
| Inquiry ¥ TIP Wacation Rules - Redirect or auto-respond to nofifications.
= Supplier Merge + TIP Worklist Access - Specify which users can view and act upon your notifications.

| Search Supplier Bank Account
Assignment
|_—| Reporis
[ CJ up Employee Self Service

Supplier Management
File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0

Step 3. From UIS Home Page
proceed to Main Menu and
choose the Supplier Manager
responsibility

then click the Entry
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-l PAYABLES

n Navigator +

case insensitive.

At |east one search criteria is required. Including part of supplier’s name or number will improve the search performance. Fields are

B Favorites ¥

Create Supplier New Supplier Requests
Supplier Search Mew Supplier Requests{0)

Prospective Supplier Registrations(0)

Supplier Profile Update Requests

Supplier Address Requests (0]
Supplier Contact Requests (0)

ISuppIier MName |%MNational Bookstora% I D-U-N-S Number

Supplier Number Employee Number

Taxpayer ID
Tax Registration Number
[ Show More Options

ciar

Supplier Parent Supplier Taxpayer Tax Registration D-U-N-S
Supplier Name Number Name D Number Number
No search
conducted.

Supplier Management
File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0

Home Logout Preferences

Help

Supplier Business Classification Requests (0]
Supplier Product and Services Requests (0]

Supplier Bank Account Requests{0/0)

Search Results

Employee
Number

Update

Doc Ref: FMIS User Manual — Supplier Management

Step 4. Supplier Home Page
will appear.

Search for the supplier using
any of the available fields. You
may use % as a wildcard
character.

When searching for a Supplier
Name, you may enter the name
in between wildcard characters.
For example,%National
Bookstore%.

Then, click Go.
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Step 5. ldentify the supplier from
the Search Results

 PAYABLES

Then click on the Update icon.

™ MNavigatorv [Bp Favor Home Logout Preferences Help

New Supplier Reguess)
Prospective Supplier Registrations(0)

At least one search criteria is required. Including part of supplier's name or number will improve the search Supplier Address Requests (0]

performance. Fields are case insensitive. SL'DD:E" Confact R'EIU“EE"'—" (0) .
) ) Supplier Business Classification Requests (0
Supplier Name  |%Mational Bookstore% D-U-N-S Number B
plp Supplier Product and Services Requests (0}
Supplier Nurber Employee Number Supplier Bank Account Requests(0/0)

Taxpayer ID
Tax Registration Mumber
= Show More Options

| Go | Clear
Search Results

Parent Tax
Supplier [Supplier Registration D-U-N-S |[Employee
Supplier Name = [Number |[Name Taxpayer ID Number Number |[Number |Update
International 10633 500-003-508-834 —
Bookstore =
MNational Bookstore |264 000-299-299-143 000-299-299-143 =

Supplier Management 133
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™ Navigator v

Suppliers
Suppliers =

* Quick Update Update National Bookstore - 264: Quick Update

Doc Ref: FMIS User Manual — Supplier Management

Home Logout Prefere Personalize Page Diagno

+ Company Profile
©  Organization

o Tax Detzils * Supplier Name INaticma\ Bookstore

* Indicates required field

©  Address Book Supplier Number 264

o Contact Directory Alternate Supplier Name I

o Business ]

Classification Inactive Date |07-Aug-2018 &

o Products & ( |
Services

Purchase Order Hold ] All New Orders

Hold from Payment  [] All Invoices
[Junmatched Invoices
[Junvalidated Invoices

©  Banking Detzils -
o Suveys Supplier Sites

Freight Transportation Country

ing *Selling Company Identifier FOB Terms Arranged of Origin

« Approval History
* Terms and Control Site Status IActi\.re v | Site Name I Operating Unit I I m
< Accounting -
o Taxand Reporting| Mkl Purchasing Setups | Key Payment Setups
o Purchasing Create
©  Receiving Create Debit
o Payment Details Invoice Memo from
b ) ) Site  Operating Ship-To Bill-To  Ship Pay Alternate Summary RTS
o Relationship Name Unit Location Location Via On Pay Site Level Transaction
@ Invoice No
Management results
found.

Supplier Management
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Step 6. The Quick Update page
will appear.

Enter Inactive Date.

Then, click Save.
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™ Navigator v @B Favorites ¥ Home Logout Preferences Personalize Page Diagnostics
Suppliers
Suppliers =
* Quick Update
= Company Profile i, Warning

§ Ufgaﬂllatllon Inactivation of this supplier may affect other applications that are using the supplier for non-purchasing related activities. Are you sure you want to inactivate the supplier?
o Tax Details
o  Address Book Update National Bookstore - 264: Quick Update

o ContactDirectory | Indicates required field ||
©  Business * Supplier Name  |Mational Bookstore Purchase Order Hold [ All Hew Orders

Classification )
o Products & Supplier Number I—ZM Hold from Payment [ all Invoices
Services Alternate Supplier Name Clunmatched Invoices

Registry ID 20721 Curvalidated Invoices

o Banking Details Inactive Date |07-Aug-2018  [&]

o Surveys [example: 23-Jul-2018)
Approval History Alias
Terms and Control

o Accounting Supplier Sites

o Tax and Reporting

o Purchasing Site Satus [Actve |v|  Site Name | Operating Unit. | | 6o |

©  Receiving

o Payment Details Key Purchasing Setups = Key Payment Setups

o Relationship

o Invoice Create Debit

Management Invoice Memo from Gapless
Site Operating Ship-To Bill-To  Ship Pay Alternate Summary RTS Invoice Freight Transportation Country
Name Unit Location Location Via On Pay Site Level Transaction Numbering *Selling Company Identifier FOB Terms Arranged of Origin
No
results
found.

Supplier Management
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Step 7. AWarning Message
will appear.

Click Confirm.

The supplier is now inactive and will
no longer appear in the list of
suppliers available to transaction
originators.

To reverse this process, simply
remove the Inactive Date and click
Save.

Note: Initiated DVs will not be
affected by the change in
supplier status.Expected
Result:

An existing Supplier has been
deactivated.

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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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:
08 August 2018 Cherie Anne R. Pasco 1.0 Initial
Supplier Management 137
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1.2 Description

Process ID

Process Name Generation of Supplier Audit Report

Functional Domain  Accounts Payables Module

Responsibility Supplier Manager

Purpose To aid in supplier records management and in identifying

duplications in supplier registration
Data Requirement None

Dependencies None

Scenario Supplier will facilitate regular maintenance of supplier records and
eliminate identified duplications by merging suppliers.

Supplier Management 138
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Step 1. Goto

Google https://uis.up.edu.ph

Signin _ _
Step 2. Log-in your UP Mall
Use your Google Account credentials (e.g. email and

password)

[ Email or phone

Forgot email?

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

Create account

English (United States) ~ Help Privacy Terms

Supplier Management
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Or you may open your UP Mail
and go to the Google Workspace
and select UIS

9.

UIS SIT SSO Webex

ZIP

ZIP Extrac...

Supplier Management 140
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Step 3. From .UIS Home Page
/) UNIVERSITY OF THE PHILIPPINES P romee e Sanplier Mamager
responsibility

B Favorites ¥ Logout Preferences

Logged I As then click the Reports.
University Information System Home Page

—
= l——|Sugglier Manager, UPS From Type Subject Sant
Entry There are no notifications in this view.
IJ Inquiry ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
= T TEnn ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
=upplier Merge -

= search Supplier Bank Account
Accignment

UP Emplovyee Self Service

Supplier Management 141
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Step 4. The Schedule

SUPPLIER MANAGER, UPS Rod st Name page wil

m Navigator v @B Favorites ¥ Home Logout Preferences Help SearCh fOI’ the Program Name,
Supplier Audit Report.

Hame Parameters Schedule Layout Motifications Delivery More

Schedule Request: Name .
= Indicates required field mstep 1 of? Then, C“Ck Next.

(® New Request
) copy Request
I Program Name  Supplier Audit Report IQ

Request Name |
Ths names can lster be used to search for this request

* Operating Unit | UP System | v

Language Settings
Select All | Select None

Select *Language *Territory Numeric Character
American English |United States aQ, |- Q,
[ anage scheduie | cancel | submic ERRER
Supplier Management 142
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Step 5. Enter a value for the
Matching Supplier Name
Length. This is the number of
characters in the supplier name

). SUPPLIER MANAGER, UPS

M Navigator v @ Favorites ¥ Home Logout Preferences Help that you want the SyStem to
o o 0 0 o o compare to identify potential
Name Parameters Schedule Layout MNotifications Delivery More H H

Schedule Request: Parameters dupllcate Supp“ers
* Indicates required field o Back [T ER R,

Program Name Supplier Audit Report Then C||Ck Su b m |‘t .

Request Name !

* Matching Supplier Name Length |50 |
[“Gancel | submit | nack [EREEE

Supplier Management 143
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™ Navigator v @B Favorites v Home Logout Preferences Help
O & @
Previous Notifications Delivery Review

Schedule Request: Review

Doc Ref: FMIS User Manual — Supplier Management

Step 6. Click Submit.

A message will appear with the

Concurrent Program Name Supplier Audit Report
Request Name
Operating Unit UP System
Language Settings
Language Territory  Numeric Character
American English United States .,

Parameters

Matching Supplier Name Length 50

corresponding Request ID.
Take note of this number.

Then, click Ok.

- SUPPLIER MANAGER, UPS

™ Navigator v @ Favorites ¥ Home Logout Preferences

(@) Information
Your request for Supplier Audit Report has been scheduled. The Request ID is|3735971

Supplier Management
File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0
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Step 8. The Requests
Summary Table will appear.

-] SUPPLIER MANAGER, UPS

Click the Refresh button on the
upper left side of the table until
the Phase becomes Completed

m Navigator v  [Bp Favorites v Home Logout Preferen
and Status, Normal.
Requests
view [Last 24 hours v| [EEEH
mary Table ) )
| Then click Output icon.
Request 1D|Name Phase Status | [Scheduled Date | Details | Output | Republish |
4735971 Supplier Audit Report Completed Normal 08-Aug-2018 08:01:46 = | @l;‘g | .i;?}
Expected Result:
Supplier Audit Report has been
generated.
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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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:
08 August 2018 Cherie Anne R. Pasco 1.0 Initial
Supplier Management 147
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1.2 Description

Process ID
Process Name
Functional Domain
Responsibility
Purpose

Data Requirement
Dependencies
Scenario

Supplier Management

Generation of UP List of Active Suppliers

Accounts Payables Module

Supplier Manager

To aid in supplier records management and in identifying
duplications in supplier registration

None

None

Supplier will facilitate regular maintenance of supplier records and
eliminate identified duplications by merging suppliers.

File Ref: ITDC — FMIS — UM 20002 Supplier Manager - 02022024 — ver. 3.0
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Step 1. Goto
https://uis.up.edu.ph

Google
Signin

Step 2. Log-in your UP Mall
Use your Google Account credentials (e.g. email and

password)

[ Email or phone

Forgot email?

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

Create account

English (United States) ~ Help Privacy Terms

Supplier Management
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Or you may open your UP Mail
and go to the Google Workspace
and select UIS

9.

UIS SIT SSO Webex

ZIP

ZIP Extrac...

Supplier Management 150
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)-) UNIVERSITY OF THE PHILIPPINES

University Information System Home Page

B Favorites »

Logout Preferences

Logged In As

Doc Ref: FMIS User Manual — Supplier Management

Help

=) [ supplier Manager, UPS
Enftry
ﬂ Inguiry

= Supplier Merge
= search Supplier Bank Account
ignrment

Worklist

From Type Subject Sent
There are no notifications in this view.

¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

Supplier Management
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Step 3. From UIS Home Page
proceed to Main Menu and
choose the Supplier Manager
responsibility

then click the Reports.
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Step 4. The Schedule
Request: Name page will

| SUPPLIER MANAGER, UPS appear.

Search for the Program Name,
UP List of Active Standard
Suppliers.

m Mavigator v  [Bp Favortes v Home Logout Prefere

Name Parameters Schedule Layout MNotifications Delivery More . .
Schedule Request: Hame Then1 C“Ck Sme”:-

P— —
Indicates required field Manage Schedule T tep 1 0f7

®) New Request
) copy Reguect
IPragmm Mame |UP List of Active Standard Suppliers I aQ,

Request Name

The name can lzter be usad to s=arch for this request
Language Settings

Selact All | Selact Mone

Select *Language *Territory Numeric Character
American English United States Q| Q,
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n Navigator ¥ @ Favorites ¥ Home Logout Preferences Help Step 5. Click Submit.
o O ) . :
Pravious Motifications Delivery Review A message will appear with the

corresponding Request ID.

Step 7 of - Take note of this number.
I — i
Then, click Ok

Concurrent Program Name UP List of Active Standard Suppliers

Schedule Request: Review

Request Name
Operating Unit
Language Settings
Language Territory  Numeric Character

American English United States .,

SUPPLIER MANAGER, UPS

m Navigatorv B Favorites w Home Logout Preferences

(i) Information
Egﬁt for UP List of Active Standard Suppliers has been scheduled. The Reguest ID is
736003
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SUPPLIER MANAGER, UPS

m Navigator v B Favorites w

Home Logout Preferences Help

Requests

View |Last 24 hours w m

mary Table
reives |

| Request lD|Hame

Phase Status

4736003 UP List of Active Standard Suppliers

4735971 Supplier Audit Report

Completed Mormal

Submit Request

Scheduled Date

| Details | Output | Republish |

Completed |Normal

08-Aug-2018 08:11:23
08-Aug-2018 08:01:46

B

=

e

P

2]
T

e
T
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Step 7. The Requests
Summary Table will appear.

Click the Refresh button on the
upper left side of the table until

the Phase becomes Completed
and Status, Normal.

Then click Output icon.

Expected Result:

UP List of Active Suppliers report
has been generated.

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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