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1. DOCUMENT CONTROL
1.1 Change Record

Date Author Version Change Reference:

15 June 2017 1.0 Initial

e Updated all screenshots
e Page 9, updated the field descriptions
table
25 May 2023 Mark Jason D. Ellazar 2.0 e Page 11, step no. 6, updated the
receipt information table
e Pages 14 to 16, updated step 9 for
different receipt application methods

1.2 Description

Process ID

Process Name Creation of Standard Receipts

Information System  Financial Management Information System

Functional Domain Account Receivable Module

Responsibility Receivables Cash

Purpose Creating a Receipt for a Standard Transaction

Data Requirement Receipt Number, Receipt Amount, Bill-to information, Bill Number or
Transaction Number

Dependencies Bank Account Set-up, Customer Creation, Memo Lines Set-up, Existing
Standard Transaction

Scenario The Cash Collecting Officer will create a standard receipt to record the
cash collected for a particular bill.
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Step 1. Go to uis.up.edu.ph
Google Step 2. Log-in your UP Mail
S credentials (e.g. username and
Signin (e.g
password)
Use your Google Account
Email or phone
Forgot email?
Not your computer? Use a Private Window to sign in.
Learn more
Create account m
English (United States) ~ Help Privacy Terms
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Home Step 3. On the UIS Home Page
proceed to Navigator and choose
the Receivables Cash, <CU>

Navigator responsibility.

Navigate to Receipts > Receipts.

4 Fm Receivables Cash, UPS
| Print Official Receipt
4 Bl Receipts
[<8] Receipts Summary

» Em Transactions
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Step 4. Java application will launch
with Security Warning, Tick the
Checkbox and click Run.

Do you want to run this application?
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Receipt

Receipt Method

Receipt Number

PHP
IVStandard

Receipt Date
GL Date
Maturity Date

Functional Amount

15-MAY-2023
[15-MAY-2023
[15-MAY-2023
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Balances
Unidentified

Applied

On Account

Unapplied

Cash Claims

Prepayments

Receipt Amount
Receipt Type
State
‘Main | More
Detail
Identify By
Trans Number
Customer ,
Name
Number
Location |
Taxpayer ID
Reference |

Postmark Date

Earned Discounts

Unearned Discounts

Bank Charges

Customer Bank

Name [

Account

PSON

Remittance Bank
Name

Branch

Account

Comments |

‘;unﬂlm |

Reverse
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Receipt History

Search and Apply

»lu'.hv

Step 5. The Receipts window will
open. Fill-out the form.

Refer to the table on the next page
for the field descriptions.
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Field Name Description Remarks
Receipt Method Bank Account where collected amount will be Required field
deposited or recorded e Select from List of Values
Receipt Number Official receipt number (OR No.) based on Required field
issued printed OR ¢ Manually entered or automatically generated (based on setup)
Receipt Amount Amount collected from the customer Required field

e Numeric value

Receipt Date Date of Receipt Required field
o Default value is current date

e Date (DD-MON-YYYY) e.g. 01-JAN-2023

GL Date Posting date in the general ledger Required field
e Default value is current date
e Date (DD-MON-YYYY) e.g. 01-JAN-2023

Trans Number Transaction number or Bill number Required field
e Select from List of Values

Customer Billed Customer or Payor Required field
e Select from List of Values

Comments Additional details may be entered by the Optional field
collecting officer o Text field

Creation of Standard Receipt 9
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= ™ [=] F)
Receipt Balances

) ) Unidentified 0.00

Recellpt Method UPS LBP TF 1750 Receipt Date  15-MAY-2023 Applied 0.00

Receipt Number 700001 GL Date 15-MAY-2023 On Account 0.00

i i _ 202
Receipt Amount PHP 6,272.00 Maturity Date  15-MAY-2023 Unapplied 6.272.00
i Standard - i 6.272.00

Receipt Type andar Functional Amount b Cash Claims 0,00

R L I ‘ Prepayments 0.00

O Receipt Information (x|

Main | Mare |
Detail Paid By |
LE Check Bank |
T3 Check/CardiRef No. |
Customer Check Date ‘
Cash Inflow ‘
Made of Payment ‘ :|
4| »
T4
( oK I Cancel | Clear ) Help |
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Step 6. Next, click on the Receipt
Information Flexfield.

The Receipt Information window
will appear. Fill-in the optional fields
then click OK.
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Field Name Description Remarks
Paid By Payor or Representative of the Customer Optional field
o Free Text
Check Bank If a check payment is made, indicate the name | Optional field
of the bank. e Free Text
Check/Card/Ref No. | Payment reference number for check, deposit, | Optional field
credit card or online payments o Free Text
Check Date Date of the check for check payments Optional field
e Free Text
Cash Inflow Cash Inflow to be filled-in by the Accounting Optional field

Office

e Select from List of Values

Mode of Payment

Payment method

Optional field

e Select from List of Values
e Default value is Cash

Creation of Standard Receipt
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Main | Maore
Detail
Identify By
Trans Number i I

g m =] i
Receipt Balances
Unidentified 6,272.00
Receipt Methed UPS LBP TF 1750 Receipt Date  15-MAY-2023 Al 0.00
Receipt Number 700001 GL Date 15-MAY-2023 O Asesirt 0.00
Receipt Amount PHP 6.272.00 Maturity Date  15-MAY-2023 [ Rerie 0.00
Receipt Type  Standard ¥ jonal Amoun 6.272.00 0.00
State | Confirmed Transaction Number -
0.00
S Find|%5709
Main | More =
Detail Trans Number Currency Install Customer Name Custome
Identify By :iig ;:i 1
Trans Number 3570 PHP 1
3749 PHP 1
Customer 3760 PHP 1
Name 3863 PHP 1
Number 5706 PHP 1
. 1 Mark Jason Dayandate Ellazar Philif
Location
Taxpayer ID 2
po7-
Reference 4 »
Postmark Date
| Eind ) oK Cancel )

Step 7. Search for the bill
(transaction) using the Trans
Number of the customer by clicking
the ellipsis (...).

The Transaction Number window

will open. Type in the bill number or
search for it using ‘%’ as a wildcard
character.

Once you have located the correct
transaction, click OK.
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Postmark Date

Receipt Balances
Unidentified 0.00
i UPS LBP TF 1750 i 15-MAY-2023
Receipt Method . Receipt Date Applisd 0.00
i 700001 15-MAY-2023 [
Receipt Number r GL Date On Account 0.00
i PHP 6,272.00 i - 202 !
Receipt Amount . Maturity Date |15-MAY-2023 e 6.272.00
i Standard - i 6,272.00 [
Receipt Type . r Functional Amount ‘ Cash Claims 0.00
Confirmed [
State [Confrme []---] Prepayments 0.00
Main | More
Detail Customer Bank
Identify By .
— Earned Discounts 0.00
Trans Number 5709 L
Unearned Discounts 0.00
Account
Customer
Name |Mark Jason Dayandate Ella Bank Charges Peon
Number [78850 Remittance Bank
Location 85880 Name |Land Bank of the Philj|
Taxpayer ID Branch |LBP-UP Diliman EC
Account (UPS LBP 3072-1007-
Reference Comments

onfirm...

Creation of Standard Receipt
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Reverse... 1

Receipt History

T
Search and Apply Il

Apply 1 |

Step 8. The Trans Number is the
unique identifier for the bill. If the
correct transaction or bill number
has been provided, the payment of
the customer may now be applied
by clicking the Apply button.

The Applications window will
open.

13
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[Of] © Applications - 700001

& ?

Customer Name |Mark Jason Dayandate Ellazar Unapplied
Customer Number 78850 On Account
Location 85880 Cash Claims

Receipt Amount PHP 6,272.00 Prepayments

Exchange Gain/Loss

Applications
3|
] Apply Saved Apply To Billing Number Installment ||Apply Date Amount Applied
1 19-MAY-2023 6,272.00

4

Creation of Standard Receipt
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Discount
0.00
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Step 9. There are 2 options to
=TT proceed with applying the receipt to

transactions:
0.00
0.00 e Apply and Save
0.00 o Apply in Detail
0.00
000 - - -
v Option 1. On the Applications
window, click the check box under
Balance Due Trans||Customer || GL [ Apply and click the Save icon on
000 PHP 7Ess0 1sn-  thetoolbar.
You may apply a receipt to several
bills (transactions) as well by filling-
in the fields on the succeeding
lines.
_
Apply in Detail |

14
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R Option 2. Click the Apply in Detail.
Customer Name IMark Jason Dayandate Ellazar Unapplied I 0.00
Customer Number I78850 On Account I 0.00
Location 85880 Cash Claims | 0.00
Receipt Amount IPHF’ I 6,272.00 Prepayments I 0.00
Exchange Gain/Loss I 0.00
Applications v
]
Apply ISaved Ilﬂy To IIBiIIing NumberIIInstalImem IIAppIy Date IIAmount Applied IIDiscount IIBaIance Due IITransIICustomer I@
I~ C - i [22-MAY-2023 | 6,272.00 | 0.00 | 000 [PHP [78850  [15-M2
I I I I I I L [
I I I I I I L [
I I I I I I [ [
I I I I I I L [
I I I I I I [ [
I I I I I I L [
I I I I I I [ [
I I I I I I L [
I I I I I I [ [
I I I I I I [ [
I I I I I I L -
4 | »
II Apply in Detail |
Creation of Standard Receipt 15
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Exch Rate Reversal GL Date Unapplied Applied
22-MAY-2023 15-MAY-2023 0.00 6,272.00
Pf “ Summary Applications
¥ - Personal Shortcuts Line Tax Freight Charges
g Public Shortcuts 5 600.00 672.00 |
) B00. .
Discount
| Balance Due 0.00 0.00 0.00 0.00
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Discount
0.00

Balance
0.00

Then, on the Detailed
Applications window, fill-in the
Line field for collection to be
credited to the line amount and Tax
field for the tax amount.

Click Save.
This option is especially useful for

partial payments or for transactions
with tax discounts.

16
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Receipt Balances - -
Unidentified 0.00
i UPS LBP TF 1750 i 15-MAY-2023 e
Receipt Method ‘ Receipt Date ‘ R 6272.00
i 700001 15-MAY-2023 ~nn
Receipt Number ‘ GL Date G Accoint 0.00
i PHP 6,272.00 i 15-MAY-2023 r ——
Receipt Amount ‘ : Maturity Date ‘ e 0.00
i Standard v i 6,272.00 -
Receipt Type ‘ andar Functional Amount v Cash Claims 0.00
Confirmed -
State [Confirme [ ‘] Prepayments 0.00
Main | More
Detail Customer Bank
|dentify B
emtity By Earned Discounts 0.00 Name
Trans Number I ) )
Unearned Discounts 0.00 (
Account
Customer ‘ PSON
Name IMark Jason Dayandate Ella Bank Charges '
Number |78850 Remittance Bank —
Location (35880 Name |Land Bank of the Phili
Taxpayer ID I Branch M
Account \UPS LBP 3072-1007-!
Reference I Comments
Postmark Date I
Canfirm 1 Reveres 1 Receint Historv Search and Annly | I Annlv

Creation of Standard Receipt
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Step 10. Close the Applications
and/or Detailed Applications
window/s.

The amount is now applied and
saved to the customer’s bill.

17



Doc Ref: ITDC - FMIS - UM — Creation of Standard Receipt - 15052023 — ver.2.0

© Receipts (UP System : PHP) Step 11. If the bill or Trans
— - Number is not available, search for
ecei alances . . . .
’ _ ‘ Unidentified 6272.00 the b_||| using Custom_er |_nf0rmat|on
ReceA|p1 Method |UPS LBP TF 1750 Receipt Date |15-MAY-2023 Applisd —UOU by CI|Ck|ng on the e”lpSlS ("_)_
Receipt Number :700001 GL Date |15-MAY-2023 On Account 0.00
i i . 207 —re—
Receipt JAAmoum .PHP 6,272.00 Maturlty Date l15 MAY-2023 Unappiied | 0.00
Receipt Type :Standard v Functional Amount 6,272.00 Cash Claims 0.00
State [Corfirmed [I I Prepayments | 0.00
Main | More
Detail _ Customer Bank
Identify By Earned Discounts 0.00 Name
Trans Number I [ ) —
Unearned Discounts 0.00 [
Account
Customer . s
Name “ Bank Charges |
Number I Remittance Bank
EEstinn I Name |Land Bank of the Phili|
Taxpayer ID I Branch |LBP-UP Diliman EO
Account |UPS LBP 3072-1007-
Reference | Comments |
Postmark Date I
Confirm... 1 [ Reverse... 1 Receipt History ‘ Search and Aoply [ Apply \I
Creation of Standard Receipt 18
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Step 12. You may search for the

customer name or the customer
number from the Customers
window. Use ‘%’ as a wildcard

1. | character followed by a keyword to
limit the search results.

Find|%ellazai

Name Number Account Description Taxpayer ID

Mark Jason Dayandate Ellazar

Click Find.
Select the correct customer and
click OK.
| ‘| ...................... »
Find | ‘Qancel )
Creation of Standard Receipt 19
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Receipt

Receipt Method |UPS LBP TF 1750

Receipt Number |700001

Receipt Amount IPHP I

6,272.00

Receipt Type IStandard -

- Mare

State ICanﬁrmed
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Balances

Unidentified

i 156-MAY-2023
Receipt Date ﬁ Applied
15-MAY-2023
GL Date On Account
Maturity Date |15-MAY-2023 _
Unapplied
Functional Amount 6.272.00 .
Cash Claims

[ [_ ] Prepayments

I
[ oo
[ oo
T emm
I
[ oo

Detail
Identify By

Trans Number

Customer

Customer Bank

Earned Discounts 0.00 Name
Unearned Discounts 0.00
Account

PSON
Bank Charges

——

E—
—

Creation of Standard Receipt
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Name [MENSEEGEETELGEIE] =F

Number 78850 Remittance Bank

Location 85880 Name |Land Bank of the Phili
Taxpayer ID { Branch |LBP-UP Diliman EC

Account |UPS LBP 3072-1007-
Reference { Comments
Postmark Date {
Confirm.... 1 { Reverse... 1 Receipt History I Search and Apply |I [ Apply

3

Step 13. Click Search and Apply.
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© Search and Apply - 700001 ' Step 14. The Search and Apply
Customer window will open.

Name iMark Jason Dayandate Ellaza|: Number 78850

Click on Preview.

Location |

Transaction

Types | - |
Numbers - [
Due Dates - [

Dates - [
Balances - [

PO Numbers - [

Primary Sort Criteria Secondary Sort Criteria

Invoice Number - v

@ Ascending " Descending = Ascending Descending
Include
M Invoices ¥ Deposits ¥ Debit Memos
W Chargebacks ¥ Credit Memos Disputed Transactions
¥ Related Customers (K) [ Cross Currency
[ 'Open Receipts (Q)

Apply Date [15-MAY-2023 Apply Preview (G)

Creation of Standard Receipt 21
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“2Y 0 |&

O Applications - 700001
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Customer Name |Mark Jason Dayandate Ellazar Unapplied ‘ 0.00
Customer Number |78850 On Account ‘ 0.00
Location 85880 Cash Claims ‘ 0.00
Receipt Amount |PHP 6,272.00 Prepayments ‘ 0.00
Exchange Gain/Loss ‘ 0.00
Applications 4
@)
'—N Apply Saved Apply To Billing NumherHInstallment Apply Date Amount Applied HDiscount Balance Due HTransHCustomerI@
I I 5458 I 1 15-MAY-2023 || I 3000000 [PHP (78850  [15-M=
I I 5536 I 1 15-MAY-2023 || I 0.77 [PHP (78850  [15-M
I I 5556 I 1 15-MAY-2023 || I 9520000 [PHP [7BB50  [15-M
I | 5568 \ 1 15-MAY-2023 | \ 95200 [PHP (78850  [15-M
I | 5596 \ 1 15-MAY-2023 | \ 14000 [PHP (78850  [15- -
I I 5600 \ 1 15-MAY-2023 | \ 140.00 [PHP (78850  [15-°
I I 5616 \ 1 15-MAY-2023 | \ 1330560 [PHP (78850  [15n
I I 5636 I 1 15-MAY-2023 | I 5600.00 [PHP 78850  [15-M
I I 5687 I 1 15-MAY-2023 | I 560.00 [PHP (78850  [15-M
] 5709 I 1 15MAY-2023 | 6,272.00 0.00 | 0.00 [PHP [7BB50 15N
| I I I I
| I I I L=
4 »
= ( Apply in Detail

|

Step 15. The Applications window
will open with a list of all bills
(transactions) with balance due
under the name of the customer.

Select the bills (transactions) to be
settled by the customer by clicking
the check box under Apply.

Click Save.
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Postmark Date

Receipt Balances :
Unidentified 0.00
i i - -202 r
Receipt Method |UPS LBP TF 1750 Receipt Date |15-MAY-2023 Applied 6.272.00
. 1 202 !
Receipt Number 700001 GL Date |15-MAY-2023 On Account 0.00
i PHP 6,272.00 i 15-MAY-2023 [
Receipt Amount : Maturity Date (Irekad 000
i Standard i 6.272.00 [
Receipt Type andar: Functional Amount b Cash Claims 000
Confirmed
State [Confime []--] Prepayments 0.00
Main | More
Detail Customer Bank
Identify B
y =y Earned Discounts 0.00 Name
Trans Number _
Unearned Discounts 0.00
Account
Customer PSON
Name |Mark Jason Dayandate Ella Bank Charges
Number 78850 Remittance Bank
Location 85880 Name |Land Bank of the Philj|
Taxpayer ID Branch |LBP-UP Diliman EO
Account |UPS LBP 3072-1007-
Reference Comments

Caonfirm 1

Raversa 1

Creation of Standard Receipt
File Ref: ITDC - FMIS - UM — Creation of Standard Receipt - 15052023 — ver.2.0

Receint History

Search and Annlv | I

Step 16. Close the Applications
window to go back to the Receipts
window.

Verify that the amount has been
applied by checking the Balances
section.

Proceed to printing the Official
Receipt (OR).

Annlv \

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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