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1.  DOCUMENT CONTROL 
 
1.1 Change Record 
 

Date Author Version Change Reference: 

04 November 2019 Julius Ermitanio 1.0 Initial 
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1.1 Description 

 
Process ID  
Process Name Generation of UP Order of Payment 
Functional Domain Accounts Receivables Module 
Responsibility Receivables Billing 
Purpose Generation of UP Order of Payment 
Data Requirement • Bill number 

• Signatories of the report 
Dependencies The transaction (bill) was saved and completed 
Scenario The billing officer will print UP Order of Payment. 
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Step 1.  Go to uis.up.edu.ph 
 
 
Step 2.  Log-in your credentials 
(e.g. username and password) 
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. 
 

Step 3.  From UIS Home Page 
proceed to Receivables 
Billing> Transactions> 
Transactions 
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Step 4. The Transactions 
Window will appear.  
 
Click View> Requests. 
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Step 5. Select Submit a New 
Request. 
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Step 6. Enter UP Order of 
Payment  
then press Tab on the keyboard. 
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Field Name Description Remarks 
Bill Number System generated Transaction (Bill) 

Number  
Number 

Prepared by Personnel who prepared the 
transaction (bill) 

List of Values (LOV) 

Position  List of Values (LOV) 
Certified True and Correct Report Signatory List of Values (LOV) 
Position  List of Values (LOV) 

Step 7. Enter report parameters 
then click Ok. 
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Step 8. Click Submit 
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Step 9. Take note of the 
Request ID as this will serve as 
your reference in retrieving the 
report, 
 
then click No. 
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Step 10.  
Select All My Requests  
then click Find 
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Step 11. Click Refresh Data 
until the Phase - Status of this 
request is Completed - Normal. 
 
Select the request then click 
View Output. 
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The report will be viewed in the 
Browser. 
 
You may print or download the file. 
 
Expected Result: 
 
The UP Order of Payment 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. 
 
 
 
 


