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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:

30 January 2024 Mark Jason D. Ellazar 1.0 Initial

1.2 Description

Process ID

Process Name Generate UP Remittance Batch Number
Functional Domain  Account Receivables Module

Responsibility Receivables Accountant

Purpose To generate details for remittance batch number.

Data Requirement Receipt number

Dependencies Receipts created in the system

Scenario An accounting officer will generate a remittance batch number for
checking the unremitted receipts
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Step 1. Goto uis.up.edu.ph
Google ) )
Step 2. Log-in your UP Mail
Signin credentials (e.g. username and
Use your Google Account passwo rd)
Emall or phone
Forgot email?
lot your Use a Pr ! ]
Learm mor
Create account m
English (United States) «
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Step 3. Onthe UIS Home
Page, navigate to Receivables
Accountant, <CU> > Reports >
Other.

Navigator

Personalize

4 BB Receivables Accountant, UPS
» Bm Transactions
» Bl Receipts
» Bm Customers

4 B9 Reports

(& Accounting
&8 Collections
(& Listing
|&8 Other

» B® Print Documents
» Bm Control
» B® Inquiry

» BB Receivables Processing Overview
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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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O Submit a New Raquest | Step 5. On the Submit a New
Request, tick Single Request
What type of request do you want to run? then click OK.
[Isingte Bequest
This allows you to submit an individual request
Request Set
This allows you to submit a pre-defined set of
requests.
( oK Cancel
Generate UP Remittance Batch Number 8

File Ref: ITDC - FMIS - UM - Generate UP Remittance Batch Number - 20240130 — ver. 1.0



Doc Ref: ITDC - FMIS - UM — Generate UP Remittance Batch Number

O Submit Request 2

Run this Request

Name
Ciperating Unit
Parameters

Language

At these Times
Schedule Dascription

Upon Complation

Layout
Notify
Print to

Help (€) _ )

UP Remittance Batch Numbed

‘American English

As Soon as Possible

v Save all Output Files

noprnt
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Copy
Language Settings \ Bebug Cptions
Schedule
Options
Delivery Opts
( Submit Cancel

Step 6. On the Name Field, click
the ellipsis (...) to search for UP
Remittance Batch Number.

You may type also UP
Remittance% then press Tab on
the keyboard. Select UP
Remittance Batch Number from
the list of values.
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h Step 7. Enter the report
Parameters then cck
OK.

Receipt Number “

[ oK "Qancelt’,l ! Clear-_-}l | Help tjl
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O Submit Request B3

Run this Request

Name |UP Remittance Batch Number
Operating Unit
Parameters 6123761
Language Amencan English

At these Times
Schedule Description As Soon as Possible

Upon Completion
v Save all Output Files

Layout
Notify

Print to nopnint

Help (C)
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Copy

( Language Settings Debug Options

Schedule

Options

Delivary Opts
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You will be redirected back to
the Submit Request window,
click Submit.
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@ Request submitted.
(Request ID = 10549648)
Submit another request?
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Step 8. On the decision to
submit another request, click No.

O Find Roequests

My Completed Bequests
My Requests In Erogress
= {_\Jl My Requests
Specific Requeasts
Requsest 1D
Name
Date Submittad
Date Completed |
Status
Phase
Requastor

Include Reguest Set Stages in Query

Order 8By Request 1D
Selact the Numbaer of Days to View

Submit a New Request I

Sybmit New Request Set ] Cloar

Step 9. On the Find Request
window, click Find.

7

i H Find )|
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( Refresh Data Find Requests ’ Submit a New Request j Submit New Request Set

Auto Refresh (X) Copy Single Request \ Copy Reguest Set

Request ID Parent

l Nams I 7 arameters
' 10648596 UP Remittance Batch Num Completed Normal 76, 6123761 —

-

i Request View Details l Rerun Request

Request Diagnostics ’ Reprint/Republish (J) View Log (K) |
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Step 10. 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 Output:

UNIVERSITY OF THE PHILIPPINES
SYSTEM

Diliman, Quezon City, Metro Manila, NCR
TIN: 000-864-006-000

UP Remittance Batch Number

Receipt Number Batch Number Status of Remittance

6123761 3004 Awaiting Remittance
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DISCLAIMER: The screenshots in this document
are for illustration purposes only and may not be

the same as the final user interface.

Back to Top
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