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Change Reference:

Created initial user guide for
Define Budget.

Added instructions for supplier
field; removed Budget entry
instructions since it has a
separate user guide & to be
able to focus on obligations.

Updated OBR number format



2. Description

Manual ID

Manual Name
Information System

Functional Domain
Responsibility
Purpose

Data Requirement

Dependencies
Scenario

Entering Obligation

Entering Obligation
Financial Management Information System
General Ledger Module

General Ledger Budget Analyst/Manager
Entering a new Obligation

« Journal Batch Name
Budget and Budget Organization are defined
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Step 1. From UIS Home Page
proceed to Main Menu and
choose the General Ledger
Budget Analyst or General
Ledger Manager
responsibility.

University of the Philippines 'ﬁ} | Loggedin As KLMAGTIBAY o L')

University Information System Home Page

Click on Journals >

» Em General Ledger Budget Analyst, UPPGH ~ Encu m bran ce
4 W General Ledger Budget Analyst, UPS Worklist
4 Jounals Full List (1)
= Enter —
= Moo dsy M@
= b .
| Encumbrance I From &~ Type < Subject Sent ¥
5| Launch Journal Wizard i
E SYSADMIN HR ‘Pr;a:lil Str]d;r has been forwarded for approval to Paje, 15-Fab-2019
» B Define
» BB Generate @ TIP Vacation Rules - Redirect or auto-respond to notifications.
b Em schedule
b BB AutoAllocation
Entering Obligation 6
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Step 2. The Find Journals

E _ox . . .
= window will open. Then click the
Batch Status | Source Category Period Batch Marme Journal Name Currency Journal Debit Journal Credit NeW B atch button
‘© Find Jo
Batch
Journal
Ledger
Source Period
Categary Currency
Status Contral Total
Paosting Eatch
Funds Journal
tdare
Clear J Mews Batch Mew Journal | Find I -
4 3
Revigw Joumal Review Batch Post Beverse Batch Reguery
Mew Journal Mew Batch Approve
Open
Entering Obligation 7
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© Journals (JP Diliman) - [Mew]

Journal "— Conversion Reverse Step 3 Enter the Journal
Description | Currency ,F'Hlji Date l— Name’ LEdger’ Category’
Ledger |UP Diliman Category Date Period EffeCtiVEDate, and
Period Efective Date Type [User Method EncumbranceType of the
Balance Type |Encumbrance Encumbrance Type Rate |1 Status Mot Reversed journaL The Encumberance
Control Total [ Reverse Type to be selected for
_ , 1B obligation is Budget.
Lines Other Infarmation

Line Account Debit (FHFY Credit (FHP) Description

|»

1]

I I I I O '

0 I P P | »
Acct Desc |
Post | [ Approve ( Line Dirilldown. . [ T Accounts.. J
( Check Funds [ Feseme Funds Wiew Results ( Change Period. .. J
Entering Obligation 8
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. Journals (UP Diliman) - Sample Journal 01-JUL-2016 16:07:02
Journal  Sample Journal 1 Conversion Reverse L
Desctiption | Currency |PHP Date Step 4. After f"“ng out the
Ledger |UP Diliman Category |Budget Date |01-JUL-2016 Period details stated on Step 5, click on
Period |JUL-16 Effective Date |01-JUL-2016 Type User Method the small box below the
Balance Type |Encumbrance Encumbrance Type |Ohligation Rate |1 Status Mot Reversed ConverSion flelds as Shown in in
Control Tota! 0O [ Beveroe Fig.06. A window prompting
L e — D Supplierinput will then popup.
v
Line Account Dehit (PHP) Credit (FHF) Description [1
| | | [l =
| | | []
| | | []
| | | []
| | | []
| | | []
| | | []
| | | B
|
A e T e e | »
Acct Desc |
( Fost | [ Approve ( Line Drilldown... I T Accounts. . J
( Check Funds [ Reserve Funds Wiew Hesults ( Change Periad... J
Entering Obligation 9
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S Enter Journals: Journals

Supplier | D
Earmark Mo

4 | aaaaaaaaaaaaaaaaaaaaaaa |

( ok | [cancel) [ clear | [ Help |

© Enter Journals: Jaurnals

Supplier 1 Bureau of Internal Revenue (BIR)
Earmark Ma.

4 | aaaaaaaaaaaaaaaaaaaaaaa |

( ok | [cancel) [ cClear | [ Help |

Lines Other Information
v
Line Account Diehit (PHP) Credit (PHP) Description [1
102901 - 10101010, - oo - [ 30000 | [ [] &
| | \ | [
| | \ | [
| | \ | [
| | \ | [
| | \ | [
| | \ | [
| | \ | U
| \
A D
Acct Desc |U\ P DILIMAN. General Fund Unspecified Unspecified. Collecting Officer. Unspecified. Unspecified. Unspecified. Unspecified. Unspecified Un:
( Post { Approve ( Line Drilldown I T Accounts
( Check Funds ‘ { Resere Funds | I Yiew Results Change Period. .
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Step 5. On the Supplier Tab,
click on the ellipses(...)and
select the appropriate DV
supplier , then click OK.This step
is important in matching DVs
with Obligations and with the
generation of certain reports
such as FAR-03.

Step 6. On the Lines Tab, select
the Account combination and
enter the Debit amount.
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O .Journals tem) 2017 2
| Joumal Test Conversion Reverse
Description | Curency PHP Date
Ledger UP System Category |Adjustment Date [31-DEC-2016 Perind
Period |DEC-16 Effective Date |[31-DEC-2016 Type |User Method | Switch DrCr 2
Balance Type Encumbrance Encumbrance Type |Obligation Rate |1 Status Mot Reversed
Control Total ( Reverse
i
Lines Other Information
"2
Line Account Dehit (PHP) Credit (PHP) Description [1
1 [p1101--50101010- - - ] |&
T e |»
Acct Desc ‘UP Systern. General Fund Unspecified Unspecified. Salaries and Wages - Regu. Select value. Unspecified. Unspecified. Unspecified. Unspeci
( Post [ Approve ( Line Drilldown I T Accounts
( Check Funds | [ Reseme Fupds ‘ [ YWiew Regults ( Change Period...

. e

© Enter Joumnals: Lines

Appropriation Type "7[3

Infarmation |

O e I =

( Ok | IQam:eI)I (Clear) ( Help |

Appropriation Type

Fing|%

WP _GL_APPTYPE Descrigtion

j CURRENT YEAR APPROPRIATION
PREV PREVIOLIS YEAR APPROPRIATION
SUPP SUPPLEMENTAL

Find Cancel
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Do not forget to click the square
brackets and the end of each
line to fill the appropriation type.
If you do not enter this, the
default appropriation would be
CURRENT.

Select the appropriation type
from the list of values and click
OK.
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O Decisian

@ The total debits do naot equal the total credits for this
journal. Do you still want to save this journal?

Forms

‘G FRM-40400: Transaction complete: 3 records applied
! and sawed.
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Step 7. Click the & button and
a Decision window will open.
Click “Yes”

After clicking “Yes” button,
Forms window will open. Click
“OK

12



Status

Posting |L|n postad Sou
Funds |Required Fefarar
Approval |N,H—\

Accounting Sequencing

Murmber |

Saquence Mame |

M mvn e Covem Al - | [ LI

(o — ——
|

Ilr- Tl e mle Do Al -

G Your concurrent request D is 10453446,
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Step 8. Click the “Post” button
at the lower left of the Journals
window.

Note window will open after
clicking the “Post” button. Click
“OK”. Upon posting, amount is
obligated

13
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Li Cither inf i .
nes | Other Information | Step 9. On Journals window,
click on “Other information”
Status . .
_ tab to see the Obligation
Fasilli [Pasiac Pource [Encu Number (ObR) in Accounting
Funds |F'assed Refaerance Sequence

Approval |NIA

Accounting Sequencing

Mumber | 1002
acuence Mame |LIF'D COkRESELR:URPD

Functions Documents  Processes
Disbursement Youcher: Step 10. U.Smg Payables -
o _ Budget Officer as responsibility,
Maintain Invoices click on Disbursement
+ Diskursement Wouchsr Voucher.
+ Payments
? + Wl flow
— 1|+ Other
]
#N
qﬁ'
=)
Entering Obligation 14
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- Documents Processes

Disbursement Youcher:Entry: Step 11. Click Entry
[rwvoices Entry

- Diskursemeant Youcher

+ Inguiry

+ Accrual Write-Off
+ Payments
+ Wiork flone
+ Other

W [

- Documents  Processes

Diskbursement Youcher:Entry: DV Step 12. Click DV.

Maintain lnvoices

- Diskbursement Youcher

- Entrﬁ

Expense Reports
Fecurring DV
+ Inguiry
+ Accrual Write-Off
+ Payments
+ Wik flow
+ Other

k3

[o[®]*]
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woice Warkbench {Payables Budget Officer, UPD)

Batch Control Total
E

Batch Actual Total

O

|Operating Unit ||Customer Taxpayer I[”Tvpe

||PO Numbe”Trading P4|Supp|ier Num”SuppI\er Sit“DV Date ||D\-’ Mumber Hlnvoice“]

|':

Itarms ’—

Retainage ’—
Prepayments Applied ’—
Withhelding ’—
Subtotal ’—

Tax ’—

Freight [

Miscellaneous

’—
Tetal ’—

[PHe (0,00

Status |Never Yalidatad

Accounted |Un proces sed

Approval |Required

Holds

Scheduled Payrment Holds

Description

B _F Diliman | | |standard | | | | | | |PHR
| | | | | | | | | L.
| | | | | | | | | LI
| | | | | | | | | L5
A = | 3
_ 2 Linas 3 Holds 4 View Payments 5 Scheduled Payments & Yiew Prepayment Applications
Summary Amaount Paid Status

( Actions.., 1 | [CalcglateTax | [ Tax Datails )I (CerectionsJ (QuickMatCh ( Match ) (AII Dist[\butionsJ
HPP 28 SP € NN R LBDOIE 2

Entering Obligation
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Step 13. The Invoice
Workbench will open

Step 14. Click the button

16
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© Find Invoices . Step 15. The Find Invoices
Trading Partner i window will open. Fill the
Name | [ Supplier Mumber | - applicable field and click the
Supplier Site | Taxpayer ID | Find button to find the DV
PO Mum | |PO Shipment: ~| |
Invoics
Murmber | |Terms: v| |
Type | 'l |F‘a\,rGroup: v| |
Amounts | = | Inwaice Batch |
Datas | = | Currency ’—

Inwvoice Status

Status | 'l Accounting | v|
Approval | 'l Payment | '|
Vouchear Audit Holds
Catagory | Status | v|
MNarme | Mame |
MNurmbers | | Reason |
-
( Calculate Balance Owed... J [/ Clear J ( = I Find )]
\
—
=@ G HISP SN EH I LEIL25% 7
N—

Entering Obligation 17
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O Inwoice Workkench (Payables Budger Officer, UPD)
Eatch Control Total Batch Actual Total
=] O
|Opera(mg Unit HCustomer Taxpayer Id|T\/pe HPO Numbe”Tradmg F‘zﬂSupp\ier Num”Supp\ier S‘itHDV Date HDV Murmber Hlnvoicei Inwoice
[UP Diliman [ [standard [ [air Liquid |2 [HEAD OFFIC [08-MaY-2([7600 [PrP 127
|UP Diliman [ |standard [ lair Liquid |2 |HEAD OFFIC [08-MaY-2(| 7603 |PHP 12
B r Diliman [ |standard [ |air Liquidd|2 |HEAD OFFIC[31-Mar-2(|7615 PP |
U Diliman [ |standard [ |asir Liquict |2 [HEAD OFFIC [08-MAT-2(| 7605 [PHP =
4] | »
1 Ceneral _ 3 Holds 4 Wisw Payments 5 Scheduled Payments 6 View Prepayment Applications
Total
2] Gross 125,00 Retained | Met | 125,00
|T\/pe HAmount ||F‘O Murnber HPO Release ||F‘O Line”PO S‘hipmentHMatch BaswsHF‘O Distribuuo“Rece\pt NumberHReceip( Lme”QuanU(y
e | 1zm00) [ C_ [ | | [ -
LI | \ | \ | | \ \ | \
[ | | \ | \ | | \ \ | \
[ ] | \ | \ | | \ \ | \
L] | \ | \ | | \ \ | \ <
1] | r
( Discard Line 1 ‘ [ Distributions | I Allocations )
( Actions... 1 | { Calculate Tax ‘ I Tax Details J ( Corrections J ( CQuick Match ( March ) (AII Dist[\butions)
1 General J 2 Lines l J Halds
Total
gl (Gross
Mum| Type Amaunt PO Mumhber PO Releasze

|1 |Item

Entering Obligation
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PO Line | P!
-

. 2500000 | | |
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Step 16. If the DV exists, it will
appear on the Invoice
Workbench window. Then Click
the Lines tab

Step 17. Click the folder button
under from the Lines tab

18
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ULl

&|UP DV Lines Gross | 25,000.00 Retained |
Num| Type | ObR/BUR | Amount PO Number | Invoice Withholding Tax Group PO Line| PO Shipment Matck  Step 18. Select UP DV Lines to
1 tem | | 2500000 | | | | rearrange the columns. Click the

ml ; ; | | | | | ObR/BUR field.

O ObR/BUR %] Step 19. A window asking for

the ObR/BUR number wiill

appear. Using the ObR number
ObR Number 2019-01-1002 generated from the
Encumbrance form, enter value
BUR Mumber in the format
YYYY-MM-OBRNUMBER.

(e.g. 2019-01-1002)

( OK |§ance| ) (Elear ) (Help ) Step 20. Click the “OK” button

Entering Obligation 19
File Ref: ITDC — FMIS — Entering Obligation (v.2)



Budaet Officer, UPD})

E—

Batch Actual Total

[& urov

|Operating Unit ||Type ”F'O Number”SuppIier MNarme ||Supp|ier||8upp|ier Site Mame ||D\a’ Date ||DV MNumber ||V0ucher I
B UF Diliman Standard | \&ir Liquide Philippines |2 HEAD OFFICE  31-MAY-2014  [7B15 7RIS

| | | | | | | | |

| | | | | | | | |

| | | | | | | | | 5

G| T | 3

1 General g 3 Holds 4 Wiew Payments 5 Scheduled Payments B View Prepayment Applications
Tatal
@ UP D% Lines Gross 12 500,00 Retained Met 1250000

ltern 1002

Type  ||OBRBUR  ||Amount [PO Number | Invaice Withholding Tax Group| PO Line| PO Shipment | Match Basis||PO Distribution| | Rect

-

T TIE

-

( Discard Line 1 |

Distributions |

I Allocations )

( Actions.. 1 [ Calculate Tax

Tay Details jl

( Corrections /I ( Cluick Match ( Idatch ) (AIIDist[ibutions /I

Entering Obligation
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Step 21. Click on the
Distribution button if the details
of the DV is correctly entered or
needs to be updated/changed.
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O Distributions (P s Budget Officer, UPD) - UP Diliman, 7615, Air Liguide Philippines
Line Mumber |1 Line Total W
Line Description |1Esl Distribution Total W
] v o , ,
‘Type HAmoum |GL Date HAccoum ||Asset Book HDescription - DIStrIbUtlonS WIndOW WI" open,
|’EInem I 12,500.00 IE1—MAY—ZD1A Inzmsnzmmn 777777 } Itesl N and update the necessary
Il i | i | i changes.
1| I | | | \ |
[ ]l | | | \ |
1| I | | | \ |
1| I | | | \ |
[ ]l | | | \ |
1| I | | | \ |
1| I | | | \ |
1| I | | | \ |
[ ]l | | | \ |
1| I | | | \ |
[ | | | \ | 3
1| | »
Status |Walidated Distribution Class  Saved
Accounted Processed Associated Charges
Account Description |U\ P DILIMAR Unspecified Unspecified. Unspecified Traveling Expenses - Local Unspecified Unspecified Unspeci
( Reverse 1 J ( Tax Distributions J ( YWigw PO ( “iew Receipt

f;ﬁ% QNS OSSP AR L P ] 7 Step 22. Then click the Save

button to save the changes

Step 23. You can finally
approve the DV.

Entering Obligation 21
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Result Information:
Expected Results

e Encumbrance journal is created and posted.
e ODbR/BuR number is generated and attached to the DV
e DV journal is created and posted.

Entering Obligation 22
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