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1. DOCUMENT CONTROL

1.1 Change Record
Date Author Version Change Reference:

19 October 2020 Kenex Carl Mina 1.0 Initial

1.2 Description

Process ID
Process Name Management of Payment Document (Check / ADA Number)
Functional Domain Cash Management Module
Responsibility Cash Management Cash Officer
Purpose To create a new Check / ADA series in the system
Data Requirement e Bank Account Information such as
o Bank Account Name
o Bank Account Number
Dependencies ¢ Bank and bank account are registered in the Cash Management Module
Scenario The Cash Officer is to create a payment document series.
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Goaogle
Signin

Use your Google Account

[ Emall or phone

Forgot email?

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

English (United States) ~ Help Privacy Tetma
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Step 1. Goto
https://uis.up.edu.ph

Step 2. Log-in your UP Mail
credentials (e.g. email and
password)
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Or you may open your UP Mail
and go to the Google Workspace
and select UIS

()

UIS SIT SSO Webex

ziIP

ZIP Extrac...
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Step 3. From UIS Home Page
proceed to Main Menu. In the

University of the Philippines il Cash Management Cash

Officer responsibility navigate to
Setup > Banks > Bank
Accounts.

University Information System Home Page

Navigator Worklist
Personalize Full List
e HZE&v @
4 B8 Cash Management Cash Officer, UPS ] -
L e e From Type Subject Sent
4 B8 Setup There are no notifications in this view
4 BB Banks
Banks @ TIP Vacation Rules - Redirect or auto-respond to notifications.

I Bank Accoumsl

x5 Bank Statement
Cashflow Mappings
’ b View

» BB UP Employee Self Service
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Step 3. The Manage Bank
Accounts page will open.

Cash Management /ﬁ\ @ * ﬁ 53%92&'2232 o Q)

Enter a bank account
information in one of the search
parameters, then click Go.

Manage Bank Accounts

Bank Accounts

Simple Search

Advanced Search
Account Name 2 Alternate Account Name
Legal Account Name 3 Account Number
Account Owner A Currency Q
: Note: When the end-user sees a
Bank Name « Branch Neme A magnifying glass button on a
Go | Clear Al field, this means that a list of
B . value is available. Just click the
Create | i o O 3w e
i magnifying glass button to open
R Nars Alternate Account Legal Account Account Bank Bank Branch Branch the list of values.
Name Name Number Name Number Name Number
No search
conducted.
Daesidte: Qank Accninte
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Cash Management

Manage Bank Accounts

Bank Accounts

Simple Search

A" © x # |
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Logged In As
JRDELACRUZ

Advanced Search
Account Name Test% Alternate Account Name 1
Legal Account Name Q Account Number
Account Owner Q Currency 3
Bank Name Q Branch Name
Go Clear All
Select Account Update Account Manage Payment Documents || Create | :’.'_ - LN {3} w [l
Account Alternate Legal Account Account Bank Bank Branch Branch
Name Account Name Name Number Name Number Name Number
o B8 oressors Lo oo -
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e O

Step 3. Bank accounts
satisfying the search criteria will
appear.

Click on the select column of the
bank account.

Then click the Manage
Payment Documents button.
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Step 4. The Payment
Documents page will open.

0 Logged In As JRDELACRUZ (@) )

Click on the Create button.

Manage Bank Accounts

Manage Bank Accounts >

Payment Documents

Bank Name Test Bank 0001 Account Name Test Bank Account 0001
Branch Name Test Bank Branch 0001 Account Number 0123456789
Country Philippines Currency Name Philippine Peso

Create || J{ = v [

Paper Stock Skipped Unused
Name Format Status Update
Type Documents Documents pds
Test Payment UP Standard Check \ >
Docimast Blank Stock Format Active o a

Return to Intemal Bank Accounts

8
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Logged In As JRDELACRUZ (@) )

Manage Bank Accounts

Manage Bank Accounts > Payment Documents >

Create Payment Document

Bank Name Test Bank D001
Branch Name Test Bank Branch 0001

Country Philippines

. .
Indicatas required fiald

Document Information

Name

" Paper Stock Type | Blank Stock =l

Attached Remittance S

Number of Lines per Remittance Stub
Number of Setup Documents
* Format

Payment Document Category

Document Numbers

* First Available Document Number

Last Available Document Number

» Checkbooks

Additional Information

Cancel  Apply

Account Name Test Bank Account 0001
Account Number 0123456789
Currency Philippine Peso

b
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Step 5. The Create Payment
Document page will open. Fill-
out the required fields.

Choose Blank Stock for the
Paper Stock Type field.
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Logged InasJroELAcRUZ @ (D

Manage Bank Accounts

Manage Bank Accounts > Paymeant Documents >

Create Payment Document

Bank Name Test Bank 0001

Branch Name Test Bank Branch 0001

Country Phiippines

r Indicates required Neld

Document Information

*
Name

o Paper Stock Type

Number of Lines per Remittance Stub

Number of Setup Documents
* Format

Payment Document Category

Document Numbers

* First Available Document Number |

Last Available Document Number

» Checkbooks

Additional Information

Cancel Apply

Account Name Test Bank Account 0001
Account Number 0123456789

Currency Philippine Peso

Blank Stock :J

Attached Remittance Stub

UP%|

Code Name

UP ADA FORMAT UP RDA FORMAT
XXUP_CHECK_STANDARD_FORMAT UP Standard Check Format

UP_LDDAP_ADA UP LDDAP-ADA
1-3 J
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Format

Payment Method in Payables
that will be using the payment
document.

UP RDA FORMAT — ADA / RDA
Payment Method

UP Standard Check Format —
Check Payment Method

UP LDDAP-ADA — LDDAP-ADA
Payment Method

Note: When the end-user sees a
magnifying glass button on a
field, this means that a list of
value is available. Just click the
magnifying glass button to open
the list of values.
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Manage Bank Accounts

Manage Bank Accounts > Payment Documents >

Create Payment Document

Bank Name Test Bank 0001

Branch Name Test Bank Branch 0001

Country Philippines

L
Indicates requirad fiokd

Document Information

" Name

" Paper Stock Type

Number of Lines per Remittance Stub
Number of Setup Documents
* Format

Payment Document Category
Document Numbers

* First Available Document Number

Last Available Document Number
4 Checkbooks
s 3o < M i o X v

Prefix “ Start Number

Account Name
Account Number

Currency

B RDA
Blank Stock i |

Attached Remittance Stub

UP RDA FORMAT

* End Number

Date Received

Cancel  Apply

Test Bank Account 0001
D123456789

Phippine Peso

Number of
Documents

o L]

Additional Information
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Checkbooks

Organizes payment document
series into “checkbook” groups.

If payment document does not
have particular checkbook
groups, click on the Remove
button found at the end.
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Step 4. Once the details of the
Payment Document has been

Manage Bank Accournts

Menaga Bank Accounts > Paymeant Documents > fllled OUt1 CIICk on the Ap p Iy
Create Payment Document ket icon.
Bank Name Tast Bank 0001 Account Name Test Bank Account 0001
Branch Name Tast Bank Branch 0001 Account Number 07123456789
Country Phiippines Currency Philippine Paso

" Indicates required fald
Document Information

*

Namo TEB RDA
" Paper Stock Type Blank Stock j
Attached Remittance Stuty
Numnber of Lines per Remittance Stub
Number of Setup Documents
* Format UP RDA FORMAT

Payment Document Category )\

Document Numbers

* First Avaitable Document Number
Last Available Document Number

4 Checkbooks

=5 R R o X B
Name Profix ~StartNumber  End Number Date Received Number of Documents  Remove
No results found

Additional Information

Context Value =
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Manage Bank Accounts

Manage Bank Accounts >
= Confirmation
TB RDA was created.

Payment Documents

Bank Name

Branch Name

Test Bank 0001
Test Bank Branch 0001

Country Philippines
Create |J{ = o &£ v [l
Paper Stock
Name Format
Type
TB RDA Blank Stock UP BDA FORMAT

Test Payment

Document Blank Stock

Retumn to Internal Bank Accounts

UP Standard Check
Format

0]

Status

Active

Active
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Logged In As JRDELACRUZ

o O

Account Name Test Bank Account 0001

Account Number

0123456789

Currency Name Philippine Peso

Skipped
Documents

Q

a

Unused
Documents

{n]
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Update

Step 5. You will be redirected to
the Payment Documents
window.

A confirmation will appear that
the Payment Document is
created.

Expected Result:
A Payment Document is created
and ready to be used for Payments.

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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