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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:
Rajyl Andre Inlayo 1.0 Initial
23 June 2017 Reah Mae Supnet 2.0 Update
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2. Description

Manual ID UMFMIEO06

Manual Name Application of Prepayment

Information System Financial Management Information System

Functional Domain  Accounts Payables Module

Responsibility Payables Accountant

Purpose Applying an expense report to a prepayment DV

Data Requirement Previously approved cash advance (prepayment DV) processed
through the system

Dependencies Prepayment DV for the cash advance should be paid in the system
Supplier name in the prepayment DV should match the Name in the
expense report

Scenario The accounting office staff will apply the liquidation to the cash
advance in the system and generate the liquidation report.
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Step 1. Go to uis.up.edu.ph

Step 2. Log-in your credentials
(e.g. username and password)

a - #r- / 3 4 o :
Diliman'® ffos]BafiosY . Manila { VEEVES Mindanaof¥

A A e e ]
iy, “Userliame g onet
) ﬁ// (example: michael.james. smith)
*Password sessssee
TERampIE: Ty 20
Cancel

Accessibility| None

Select a Language:
English
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Step 3. From UIS Home Page
proceed to Main Menu and

University of the Philippines choose the Payables
Accountant
responsibility
B Favorites ¥ Logout Help Personalize Page
Enterprise Search | All v Go Search Results Display Preference | Standard then click the Disbursement

Logged Tn As RMsupNET | VOUCher folder

Oracle Applications Home Page

then click the Entry folder

Main Menu Worklist
. then select DV
—
=20 Pavables Accountant, UPS L= |From |Type |Subject |Sent v |
1= [ Disbursement Voucher Expenses Export Expenses Export Rejections 19-Jun-2017
| = O entry “TIP Vacation Rules - Redirect or auto-respond to notifications.
[@ py “TIP Worklist Access - Specify which users can view and act upon your notifications.
] Recurring DV
=0 Inquiry

(3 [ Accrual Write-Off
=20 Payments

Application of Prepayment 7
File Ref: ITDC — FMIS — UMFMIE006 Application of Prepayment - 20170623 (v.2)



Doc Ref: FMIS User Manual — Application of Prepayment

Step 4. Java application will
launch with Security Warning,

.‘ Tick the checkbox and click Run
N .ﬁ)
‘ : Do you want to run this application?

’ l a V a ! Publisher: UNKNOWN

Location:  http:/fuis.up.edu.ph

b
. - Running this application may be a security risk
Risk: Thsmimhmvinnulhmshdzdamsvhdlmaymtmmlﬁmdpﬂsmd

I ] information at risk. The infi ion provided is unreliable or unk soitis 1 not to
run this application unless you are familiar with its source

More Information

Select the box below, then click Run to start the i
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File Edit Wiew Folder Tools Reports Window Help

HeO OGP RODDER LEIIPH?

O Inwoice “orkhench

Batch Actual Total

|F'O Num”SuppIier MNarre ||Supp|ier Murn ||Elranch ||DV Date ”DV Mumber ||Currency||£
| [PHP =

Window Help

:ﬁ*@@l@w %@l)ﬁa@sﬁﬁim

_F_,
L
[ &

Sumrmary _ .
decountant, LIPS
e | L COET oo e e
Prepayments Applied | Approval |Required
Withhalding | Holds
Subtotal | Scheduled Payment Holds
Tax |
Fraight |
Descripti
Miscellaneous | e
Total |
( Actions. . 1 | I Calculate Tax | [ Tax Details J ( Corrections J ( Cluick Match ( hdatch ) ( All Distributions )
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Step 5. Click on Find Icon



S Find Invaices

Trading Partner

Marme || |_
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Supplier Mumber |

Dates l— -

[rvoice Status
Status | '|

Approval | '|

“oucher Audit Holds
Category |

Marme |

Mumbers | |

( Calculate Balance Owed. .. J ( Clear J

Supplier Site | Taxpayer ID |
PO Mum | |F'O Shipment: v| |
Invaice
Murnber | |Terms: v| |
Type | | |F'a},r Group: v| |
Amaounts | - | Invoice Batch

Currency

Accounting |

Fayment |

Status |

Marme |

Reason |

Find
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Step 6. In searching for the
expense report, enter the

Expense Report Number then

click Find
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Batch Control Total Batch Actual Total
(2| upDv
Operating Unit || Type |F'O Num”Suppher Mame ||Supp|ier Mum ||Branch ||DV Date ”DV MNumhber ||Currency||£
. UP System |28 Supnet, Ms. Reah Mae [29722 (OFFICE 09-MAY-2017 (2639 PHP
| | | | | | | l_ ;
| | | | | | | [~
| | | | | | | [ 5
4| | »
1 General 2 Lines 3 Holds 4 Wiew Payments 5 Scheduled Payments B “iew Prepayment Applications
Summary Armount Paid Status
ttems | 10,000.00 PPHP [0.00 Status Validated
Retainage | Accounted |Partial
Prepayments Applied | 0.00 Appraval |N0t Reguired
Withholding | Holds |0
Subtotal | 10,000.00 Scheduled Payment Halds [0
Tax | 0.00
Freight | o
Miscellaneous | Description
Total | 1000000 Expense report for DY 2638
( Actions.. 1 I Calculate Tax [ Tax Details ( Caorrections ( Quick Match ( Match ) ( All Distributions J
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Step 7. Click on Actions
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© Irvoice Actions ' Step 8. Select Apply/Unapply
Prepayment then click OK

Yalidate
[+alidate Related Invoices

_ the Apply/Unapply
[ Cancel Invoices Prepayment window will appear
[ Apply/Unapply Prepayment. .

Eay in Full...
[ Create Accounting
* Diraft
Final
Final Post
Force Approval

Initiate Approval

Stop Approval Hald Mame |
Release Holds

Release Name |

Release Reasan |
Frint Motice

Printer |

Sender Narme |
Sender Title |

( 0K [ Cancel |
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O Applyilinapply Prepayn s H 2017-0 wnet, Ms. Reah Maeg Matubis
Invoice Amount 10,000.00
Invoice Arnount Unpaid 10,000.00
I Frepayment Prepayment Line Amount of
oply_on Irvoice roount To Analy Gl Date Mumber [ mount Available Inclyded Tax Site Print
v 10,000.00 21-JUR-2017  |2017-05-02633 1 10,000.00 OFFICE =
20-MAY-17 01:42:48 1 15,000.00 OFFICE
20-MAY-17 02:56:2F 1 5,000.00 OFFICE

Description |Cash advance for training PO Murn

Receipt Nurm

Existing Prepayment Applications
Unapply ltern Amount Applied Tax Amount Applied GL Date Prepayrment Nurmber Irwoice Line MNurm Site

Description PO Murn

Receipt Murm

Distribute Irvoice Clveriew | | Apply/Unapply )
Existing Prepayment Applications
Unapply Itern Amount Applied Tax Arnount Applied GL Date Prepayment Nurmber rvoice Line Mum Site
10,000.00 21-JUN-2017 2017-05-02638 1 OFFICE =

Description |Cash advance far training PO Murn

Receipt Murn

Distribute Irvaice Overview | ‘ Apply/Unapply )
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Step 9. Select the prepayment
to be applied then click
Apply/Unapply button

Once applied, you will see the
changes in the bottom part of
the window which shows the
amount and dv number you
applied.

If an error was committed, you
may unapply the prepayment
by:

- selecting/ticking the applied
prepayment in the Existing
Prepayment Applications
section

- then click the Apply/Unapply
button.

By doing these the applied
payment will be unapplied and it
will return in the upper section of
the page.
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O Invoice YWarkbench | ountant, UPS) Step 10 Close the
Batch Contral Total Batch Actual Total A
pply/Unapply Prepayments
2| uP DV window
Operating Unit | Type PO Num||Supplier Name Supplier Mum Branch D% Date D% Mumhber Currency||DW 4
. UP System Expense Re Supnet, Ms. Reah Mae 29722 OFFICE 09-MAY-2017 2639 PHF =

Step 11. As you return to the
Invoice Workbench you can
see that the Amount is already

1]

R | ’ paid and the Status says
1 General 2 Lines 2 Holds 4 %iew Payments 5 Scheduled Payments & “iew Prepayment Applications NeedS Revalidation ]
Summary Armount Paid Status
ltems 10,000.00 FHF 10,000.00 Status |MNeeds Revalidation
Retainage Accounted Partial
Prepayments Applied 10,000.00 Approval Mot Required
YWithhalding Halds 0
Subtotal 0.00 Scheduled Payment Holds |0
Tax
Freight o
Miscellaneous Description
Total oo Expense report for OV 2638
Revalidate the Expense report
Actions... 1 Calzulate Tax Tay Details ) Corrections Cluick Match hlatch I All Distributions ) by C"Cking ACtionS
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Step 12. Select Validate then

click OK
[ walidate
[ walidate Belated Invaices
[ Cancel [nvoices
[ Apply/Unapply Prepayment...
Fay in Full...
Create Accounting
= Draft
I Final
1 Final Post
Force Approval
Initiate Approval
Stop Approval Hold Narme |
Release Holds Release Mame |
Release Reason |
Print Motice
Printer |
Sender Name |
Sender Title |
(o | canca |
|
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Expected results:

Doc Ref

Batch Control Total

2| upDv
Operating Unit || Type

. UP System

A s

PO Murn| | Supplier Name

Supplier Murm

Supnet, Ms. Reah Mae 29722

Branch
COFFICE

Batch Actual Total

D% Date D% Murnber Currency||DW »
09-MAY-2017 2639 PHF

I3
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1 General 2 Lines 2 Holds 4 Yiew Payments 5 Scheduled Payments 6 View Prepayment Applications
Summary Amount Paid Status
lterns 10,000.00 PHP |10,000.00 Status [Walidated
Retainage PHP |10,000.00 Accounted Partial
Prepayments Applied 10,000.00 Approval [Mot Required
Withholding Holds O
Subtatal 0.o0 Scheduled Payment Holds |0
Tax
Freight o
Miscellaneous Description
Total i Expense report for DY 2638
Actions. 1 Calculate Tax Tayx Details Corrections Quick Match tdatch I All Distributions )I
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Step 13. When you return in the
Invoice Workbench window
you will see in the summary that
the Prepayment Applied field
have values and the Status is
already Validated.

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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