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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:
01 October 2021 Kimberly Micah L. Magtibay 1.0 Initial version.
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2. Description

Manual ID

Manual Name Generation of UP Audited Financial Report

Information System Financial Management Information System

Functional Domain  General Ledger Module

Responsibility General Ledger Accountant

Purpose This report is generated by the fund controller to provide the financial
status of the project during a particular period.

Data Requirement Special Code details, start and end date

Dependencies e Budget Journals and DVs must be posted
e Approved Budget column will be manually filled out

Scenario _ _ o
The fund controller will generate the report to view budget, liquidations,
accounts payable, cumulative expenditure and balance to date per project.
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© Sgrp-Cogpms Step 1. Goto uis.up.edu.ph
< ¢ o © & nhitpsi/accounts.google.com/signingy2 fidentifier?passive = 1209600&icontinue = https %3A%2F %2F accounts.google.com %2Fo%2F sam 2% 2Fidp%3Ffrom_log  *+ w I @O & =
Step 2. Log-in your UP Mail
credentials (e.g. username and
password)
Google
Signin
Use your Google Account
Email or phone
[ |
Forgot email?
Mot your computer? Use a Private Window to signin.
Learn more
Create account Next
English {United States) ~ Help Frivacy Terms:
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: Step 3. From UIS Home Page
| University of the Philippines * % | LoggedmaAskmaceay @ (D proceed to Main Menu and
choose the General Ledger
Accountant responsibility.

University Information System Home Page

Go to Other and then click

~ Requests.

4 B9 General Ledger Accountant, UPS Worklist

» Em Journals

» B Budgets Full List

» B9 Inquiry He S M

» Bm curency From Type Subject Sent

» B Reports There are no notifications in this view.

4 Bm Other

@ TIP Vacation Rules - Redirect or auto-respond to notifications.
|8 Requests

: Motifications
[E Profile

= XML Template
» B9 Report

» Bm Currency Setups
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File Edit View Folder Tools Window Help

2 BSP LI PER LD ? Step 4. The Submit a New
Request page will appear. Click
Single Request then click OK

Y —x
Functions
Journals:
Enter, generate, and p What type of request do you want to run?
-------- R
+ Budgets * Single Request
4+ Inquiry This allows you to submit an individual request.
+ Reports
= | Other ' Request Set
This allows you to submit a pre-defined set of
4}',' requests.
*ﬂi
= ( oK | I Cancel J
Open
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© Submit Request Step 5. On the Name field, click
Run this Request... the ellipsis (...) to search for the
e UP Statement of Disbursements
and Outstanding Obligations.
Name JUP Audited Financial Repurﬂ -
Operating Unit
Parameters )
oo AR parameters field and the

| anAiana Qalfinne Nahiin Nitinne Parameters window will appear.

Step 7. Fill out the necessary

Special Code - details then click OK.

Period Start Date

Period End Date

Certified Correct

Certified Comrect (Position)
Reviewed By

Reviewed By (Position)
Approved By

Approved By (Position)
Verified By

Verified By (Position)

Cancel Clear | Help |
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Field Name

Description

Remarks

Special Code

Special code for the project

Required Field
Must be selected from the list of values

Period Start Date

Start of the project’s date range that will be
displayed in the report

. Required
Must be selected from the list of values
The transactions with creation date within the range
will be included in the report.

Period End Date

End of the project’s date range that will be
displayed in the report

Required
Must be selected from the list of values

. The transactions with creation date within the range
will be included in the report.

Certified Correct

Signatory

Not required
. Must be selected from the list of values

Certified Correct

Designation of the officer (Certified Correct)

Not required

" . Must be selected from the list of values
(Position)

. . . Not required
Reviewed By Signatory Must be selected from the list of values
Reviewed By Designation of the officer (Reviewed By) * I\N/I?Jts;ebqeugzlde cted from the list of values
(Position)

Approved By

Signatory

. Not required
. Must be selected from the list of values

Approved By

Designation of the officer (Approved By)

Not required

. . Must be selected from the list of values
(Position)
. . Not required
Verified By Signatory Must be selected from the list of values
Verified By Designation of the officer (Verified By) * ,\NA?JtS;ebqeu!:i cted from the list of values
(Position)

Generation of UP Statement of Audited Financial Report
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Parameter table for each field’s
description.
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Step 8. You will be redirected
Run this Request... back to the Submit Request
Copy... _ window. Click the Submit
: button.
WEN-MUP Audited Financial Reporf] -
Operating Unit
Parameters | TA
Language American English
Language Settings._. Debug Options
At these Times.
Run the Job |As Soon As Possible Schedule. ..
Upon Completion. ..
¥ Save all Output Files Burst Output
Layout |UP Audited Financial Report Options...
Notify _
Print to Delivery Opts
Help (C) | [ Subit Capcel
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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

[ Include Reguest Set Stages in Query
Order By Request ID M

Select the Number of Days to Yiew: 7

Submit a Mew Reguest... ) Clear |

Generation of UP Statement of Audited Financial Report
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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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Step 11. The Requests window

will appear.
( Refresh Data Find Requests Submit a New Request. . | Submit New Request Set._. |
¥ Auto Refresh (K) Copy Single Request | Copy RequestSet.. |
Request ID Parent

.’" - UP Audited Financial Repo Completed Normal 276, 2027, 19795, - :

Click Refresh Data until the

© Reguests
Requests =Ll Phase becomes Completed
Refresh Data | Find Requests | Submit a New Request... | Submit New Request Set... | and Stat us y N orm al
¥ Auto Refresh (K) Copy Single Request | Copy Reguest Set.... ._| then CIiCk V| ew Outp ut
Request ID Parent
Name Phase Status Parameters
"" o UP Statement of Disbursen Completed Normal . =
“U% % UP Statement of Disbursem (Completed  Normal
. UP Statement of Disbursen Completed Normal
UP Statement of Disbursen (Completed  |Normal
e General Ledger Accounting Completed Normal L
- Compile value set hierarchi Completed Normal
WS UP Statement of Disbursen (Completed  Normal
. UP Statement of Disbursen Completed Normal
- . General Ledger Accounting Completed Normal
- . Compile value set hierarchi 'Completed 'Normal —
Hold Request View Details. . J Rerun Request
Cancel Request Diagnostics
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Expected Result:

aceounting Offics DISCLAIMER: The screenshots in this document
Univereity of ths Prilppinss 3YSTEM are for illustration purposes only and are not the

same as the final user interface.
P § 85187 M Deveb pment of Korean Recsarch Cender n UP

UF ALDITED FINANCIAL REFORT
For thaFerod of January 1, 2019 to December 31, 2020

ProlstTie
Fund Cods
P oo anentt
Lead Agenay
Expencs Aooount Agoount Code Approved Budget Amount Releaced Liquid s lone. Acoounic Fayabbe Cumulgie Expandiure Ealancs io Dade
L FER30MAL SERVICES
Hororda 50102100 |
L MOE
Tritwyedrg ENperes ecs - Lol |
|
|
|
|
{
{
|
Oirvar Mainbenance and Dpeiing Exenses |
BL CAPTAL DUTLAY
Ao e Communi callan Tas Rnol oy 10005030 |
TOTAL] R 2 i
CENTFED CovoRsC T REVE WED & FOUMD CORECT: MO TR AT Wiy
Moy iy Ml B ity Mzl Macginay, M. Bty Moah Lastion Moy, M. Bty Moah Lasios My, s, Bty Ml 2l
Jumioe ICT Assodate Jumior )OT £ s ockate Prooact Lo Jumior )OT £ s ockate Jurioe IOT fiss oo
Page Lafl
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