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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference
08 February 2022  Kimberly Micah L. Magtibay 1.0 Initial version
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2. Description

Manual ID

Manual Name Generation of UP Billing Statement
Information System Financial Management Information System
Functional Domain  Receivables Module

Responsibility Receivables Billing / Receivables Accountant
Purpose This report is printed as the billing statement/invoice
Data Requirement Destination bank account name, SP code, contact information
Dependencies A transaction (bill) must be created in the system and the Payment Details
region must be filled out.
Scenario - . - . o
Billing officer will issue a billing statement/invoice to the customer.
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G Sanin-Googeticorts I8 = - : Step 1. Go to uis.up.edu.ph

& ¢ @ © & httpsy/accounts.google.com/signin/v2/identifier?passive = 120960 0&continue = https %3A%2F %2F accounts.google.com %2Fa%2F sam|2%2Fidp%3Firom _Jog *** w n @& =
Step 2. Log-in your UP Mail
credentials (e.g. username and
password)
Google
Sign in
Use your Google Account
Email or phone
I
Forgot email?
Not your computer? Use a Private Window to sign in
Learn more
Create account Next
English (United States) ~ Help Frivacy Terms
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Step 3. From UIS Home Page
proceed to the Navigator and
choose the Receivables Billing
or Receivables Accountant
responsibility.

Loggedinaskimateay @ (D

)] University of the Philippines

University Information System Home Page

Navigate to Other > Requests.

4 9 Receivables Billing, UPS
Worklist

b EX Transactions .
> B Customrs _— Then, click Run.
b E= view Receipts HaEdy m
4 Fm Other Erom Type Subject  Sent
4 [3 Requests There are no notifications in this view.
#TIP Vacation Rules - Redirect or auto-respond to notifications.

& set

Generation of UP Billing Statement
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A = Step 4. The Submit a New
T Request page will appear. Click
:Unm:_ﬁ poctments Single Request, then click OK.
ransactions:

Maintain Transactions

+ Transactions
+ Customers
&+ View Receipts

What of request do you want to run?
+ Other type of req -
—]
¢ Single Request

#! This allows you to submit an individual request.

&
* ' Request Set

[—]

-

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

( oK | [ Cancel )

Open
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O Submit Request

Run this Request___

MName
Operating Unit
Parameters

Language

Generation of UP Billing Statement

UP Billing Statement

|American English

( Language Settings... ‘ [ Debug Options
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Step 5. On the Name field, click
the ellipsis (...) to search for the
UP Billing Statement.

Step 6. Click on the
Parameters field and the
Parameters window will appear.



‘O Parameters

Bill Number

SP Code

RC Code (Contact Info)
Tel No. (Contact Info)
Office Email

Email (OR)

Email (Deposit Slip)
Approved by

Position

MNoted By

Position
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r

Cancel Clear Help

Field Name Description Remarks
Bill Number Transaction number Required Field

. Must be entered manually
SP Code SP Code / Sub Account where the funds/ o Required

payment is transferred to

Must be selected from the list of values

RC Code (Contact
Info)

Unit/office in the contact information section

. Required
. Must be selected from the list of values

Tel No. (Contact
Info)

Tel. No. given to the customer as contact
information

Required
. Must be entered manually

Office Email Email address given to the customer as Required
contact information . Must be entered manually
Email (OR) Email address given to the customer as Required

contact information; send copy of OR to

Must be entered manually

Email (Deposit Slip)

Email address given to the customer as
contact information; send copy of Deposit Slip
to

. Required
Must be entered manually

Approved By Signatory . Required
Noted By Signatory . Not required
. Enter only if applicable

Generation of UP Billing Statement
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Step 7. Fill out the necessary
details then click OK.

Note: You may refer to the
Parameter table for the field
descriptions.
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& Submit Request

Run this Request._.

MName

Operating Unit

Language

At these Times___

Run the Job

Upon Completion...

Layout
Motify
Print to

Help (C)

Copy...

UP Billing Statement

Parameters |3040:A00041T3:Magtibay, Ms. Kimberly Micah Lastica:Junior ICT Associate:

|American English

( Language Settings._. | I Debug Options

As Soon As Possible

M Save all Output Files

[ Schedule

Burst Output

UP Billing Statement

Options...
Delivery Opts

( Submit ‘ I Cancel

Generation of UP Billing Statement
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Step 8. You will be redirected
back to the Submit Request
window.

Click the Submit button.
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rrr

O Decisian

® Hequest submitted.
(Request 1D = 4722708)

submit another regquest?

‘© Find Reguests

O My Completed Requests

s In Progress

' Specific Reguests
Request ID
Name
Date Submitted
Date Completed
Status
Fhase

Reguestor

Order By

[ Include Reguest Set Stages in Query
Request ID

Select the Number of Days to Yiew:

Submit a Mew Reguest... ) Clear

|
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Step 9. On the decision to
submit another request,
click No.

Step 10. On the Find Requests
window, click Find.
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Refresh Data

Find Requests

| [ Submit a New Request... | [ Submit New Request Set... )I

¥ Auto Refresh (K)

Request ID

Name

( Copy Single Request

| [ Copy Reguest Set... )I

Parent
Phase

Status

Parameters

|[7487936  |UP Billing Statement

| Completed

Normal

|2?6, 3040, ADD04178, , Magtik =

O Requests
( Refresh Data ” Find Requests | [ Submit a Mew Request... | [ Submit New Request Set... J
I Auto Refresh (i) ( Copy Single Request | [ Copy Reguest Set.. |
Request ID Parent
| Nama | Phasa Staty B tar
[7487936 [P Biling Statement | Completed  |Normal 276, 3040, AD004178, , Magtit I:
| —— -
| — -
| ——— @ o
( Hold Request [ View Details | I Rerun Request | [ View Output )I
( Cancel Request [ Diagnostics View Log... (J)
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Step 11. The Requests window
will appear.

Click Refresh Data until the
Phase becomes Completed
and Status, Normal.

Then, click View Output.
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Expected Result:

UNIVERSITY OF THE PHILIPFINES
SYSTEM

Dilimsr, Quazar City, Mo Manda, KCR

TIN: 00-864-006-00000

ELLLING INVOICE
“UP System Biling

Billed To

Current Date:  Feb 8.2022

acaess: (N Invoice No: 3220

Due Date: Jan 24,2022

Jen. 24, 2022

Total 8,000.00
Discount 0.00
GRAMND TOTAL PHP ,000.00
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MODES OF PAYMENT

1 o 10 e UP Syetem Cash Office
localod at s Sasaemant. Quezon Hal Sk, Tel No. 881 BS00 ocal 2618, When useg fis mack of paymant poasn
a0 0 brng your illng siatemant
Chacks are nof accepled.
opy of your ol receipt o [N -~ I - ;. b1
b 13 reae thal s raceive the payment
Bk Douost o Accous K
* Piasa sand a ciear copy of s vallaten segoat it I < I ¢~ =
issuance of UPS Oficial Racept
Tranaterof FuncanVoucher Payment o (5ub Account o, [ T mods of peyment is sapicabie 1o UP-
ket clenls o govemmen agencies.
Telographic Transler | Wire Transier
 Name: Lo Sark of the Phippines
Aderess: Apacitle S, UP Difman, Quezon Gy
‘acocumt No

nccount Neme: I

IF YU Nave any QUEBKICNA CONCAMING tis INVoIce, wse the folicwing contact Informatian:

Approved by:

ORDER OF PAYMENT
The Collecting Officer
CashiTreasury Unit

Please issue Offical Receipt in favor of in the amount of Eight Thousand
‘only (5.000.00) for payment of i
R

per Gill Mo per Gill Mo Il dsted Jan. 24, 2022

Fioase deregard this statement f payment has aheady baan mada,

ot s e e S e 145 Py .3 T

s —

e
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DISCLAIMER: The screenshots in this document
are for illustration purposes only and are not the

same as the final user interface.
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