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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
Manual Name
Information System

Functional Domain
Responsibility
Purpose

Data Requirement
Dependencies

Scenario

Creating an Expense Report
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UMFMIEOO1 v.2
Creating an Expense Report

Financial Management Information System

Internet Expenses Module

Internet Expenses

Preparing and processing liquidations or closing of petty cash

Details of liquidation and closing of petty cash

Y
/

X
X
X

Cash advance or petty cash disbursed through the system with “Prepayment”

type. When creating a new DV for the cash advance request:

x Select the type "PREPAYMENT"

x Name of personnel entered as supplier in the DV should match the
Namein the expense report to be created.

X Workaround: Originator may indicate the name of personnel who is
requesting for cash advance in the Payee Name field.

Responsibility Center Code
Special Code
Expenditure Type: Liquidation

Liguidations and closing of petty cash will pass through the Internet Expense
Module.

For Liquidation,

x Use the Internet Expenses module

X Note that name in the Expense Report should match the name of the
personnel entered as supplier in the DV for Cash Advance

X Workaround: Originator may indicate the name of the personnel who
received the cash advance in the Payee Name field.
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Step 1. Go to uis.up.edu.ph

Step 2. Log-in your credentials
(e.g. username and password )
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Step 3. From UIS Home Page
proceed to Main Menu and
choose the Internet Expenses
responsibility
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Step 4. Click on Create
Expense Report
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Step 5. Enter the information in
the following fields:

Responsibility Center
Purpose

Check Payee Name
Responsibility Center
Code

Special Code
Expenditure Type

X X X X

X X

Then, click Next

NOTE: To create an expense
report for a different person,
refer to ITDC - FMIS - UM
Setting Up Access
Authorization in Internet
Expense guide

If the Originator of the expense
report is not the personnel who
received the cash advance, the
ER originator may indicate the
name of the personnel in the
Payee Name field.
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Step 6. Enter the break down of
the prepayment by filling in the
following fields:

x Date

x Receipt Amount

X Expense Type

x Justification

The grand total of all the
expenses may be viewed on the
lower right side of the page.

Then, click Next
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Step 7. Fill in the Unapplied
Advance Reason (e.g.
Liquidation of cash advance
for Local Travel)

Then, click Next

NOTE: If you are not able to see
this step proceed to Step 8
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Step 8. To upload attachments,
click the Add... button or the

Attachment icon ( ) on the
right most side of th page
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Enter the Title of the attachment.
then, click the Browse button
and select the file/s to be
uploaded.

You may add other attachments
by clicking the Add Another
button

When all files are already
uploaded you may now click the
Apply button.

You will receive a confirmation
that file has been successfully
uploaded.
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Step 9. The approval path of
the expense report may be
viewed by clicking the
Approvers tab

After reviewing the details, click
Submit button.

A confirmation will appear
including the Expense Report
Number and the Amount .

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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