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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:
04 October 2018 Julius Ermitanio 1.0 Initial
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INTRODUCTION
This manual includes the following topics:

Prerequisites for Pre-Closing Trial Balance and Income Statement Close
Sweep Accounts Payable Transactions to Next Open Period
Create Accounting for Accounts Payables
Run Remittance on Accounts Receivables
Create Accounting for Accounts Receivables
Run Depreciation
Create Accounting for Assets
Close Period for subledgers
o Accounts Payables
o Accounts Receivables
e Create and Post Adjusting Entries in General Ledger

Generate Pre-Closing Trial Balance
NOTE: RUN and SAVE this report BEFORE the Income Statement Close process.

Prerequisites for Post-Closing Trial Balance

¢ Run Income Statement Close
NOTE: This should be performed only AFTER generating and SAVING the Pre-
Closing Trial Balance report.

Generate Post Closing Trial Balance

Close the General Ledger Period
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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:

21 September 2018 | Julius A. Ermitanio 1.0 Initial

1.2 Description

Process ID

Process Name Sweep Accounts Payables Transactions to Next Open Period
Functional Domain  Accounts Payables Module

Responsibility Payables Accountant

Purpose Use the Unposted Invoice Sweep Program to transfer all unposted

invoices and payments from one accounting period to another. This
program is submitted as a requirement to close a period that has
unposted invoices or payments.

Data Requirement  Accounting Period

Dependencies Open the next accounting period where the unposted Invoices and
Payments will be transferred
Scenario Accounting office staff will close an accounting period but could not

proceed due to unposted invoices and payments. To proceed,
Accounting Officer will sweep Accounts Payables transactions to
next open period.
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Step 1. Go to uis.up.edu.ph

UNIVERSITY OF THE PHILIPPINES

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

“User Name
(example: JRDELACRUZ)
“Password
(example: Rb3A4%8c)
Login

Step 3. From UIS Home Page
UNIVERSITY OF THE PHILIPPINES proceed to Main Menu and
choose the Payables
Accountant > Accounting>
Logout Preferences Help Personaiize Page Control Payables Periods

University Information System Home Page

MainMenu el Workist |

Full List
® I Fixed Assets Accountant, UPS From Type Subject Sent
[H L] General Ledger Manager, UPS There are no notifications in this view.
=) L payables Accountant, UPS “TIP Vacation Rules - Redirect or auto-respond to notifications.

&) View Payroll Process Results “TIP Worklist Access - Specify which users can view and act upon your notifications.

[# [ pisbursement Voucher

3 [J payments
=) Control Payables Periods
' LJSubledger Accounting

# £ Workflow
® O other

Generation of Trial Balances 7
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Generation of Trial Balances
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[ NN ) Oracle Applications - Production Instance Step 4. Select the open
File Edit View Folder Tools Window Help Accounting F_’eriqd where there
Y0 G:08P ROBE A LD G2 e e ed invoices and
S ey mppe—
Ledger |UP Diliman
Period Number
Fiscal Year
Period Status Period Name Start Date End Date
Open 4 2016 |APR-16 01-APR-2016  [30-APR-2016 =
|Open 3 2016 |MAR-16 01-MAR-2016  [31-MAR-2016 ]
' |Open 2 2016 |[FEB-16 (01-FEB-2016  [29-FEB-2016
' |Open 1 [2016 |JAN-16 01-JAN-2016  [31-JAN-2016
Open 112 2015 |DEC-15 (01-DEC-2015  [31-DEC-2015
' |Open 11 [2015 |NOV-15 01-NOV-2015  [30-NOV-2015
|T= =10 [2015 |oCT-15 01-0CT-2015  [31-0CT-2015
Closed 9 2015 |[SEP-15 01-SEP-2015  [30-SEP-2015 |
Closed 8 |2015 |AUG-15 01-AUG-2015 [31-AUG-2015 .
Exceptions
Open



Doc Ref: FMIS User Manual - Generation of Trial Balances

Oracle Applications - Production Instance

Step 5. In the Status, click the

File Edit Yiew Folder Tools

Window Help

ellipses and select Closed

© Control Payables

Ledger |UP Diliman

Period Number

LYol 8P L I DE L LB D

Fiscal Year

Period Status Period Name Start Date End Date
Open 3 [2016 |MAR-16 01-MAR-2016  |31-MAR-2016
|Open 2 2016 [FEB-16 (01-FEB-2016  |29-FEB-2016
|Open 1 2016 [JAN-16 01-JAN-2016  |31-JAN-2016
Open 112 [2015 |DEC-15 101-DEC-2015  |31-DEC-2015
_LOpen 11 2015 [NOV-15 (01-NOV-2015  [30-NOV-2015
J Closed ~fo 2015 [OCT-15 01-0CT-2015  |31-0CT-2015
~TToTed ©  |2015 [sEP-15 (01-SEP-2015  |30-SEP-2015
[Closed 8 [2015 |AUG-15 01-AUG-2015  |31-AUG-2015
' [Never Opened 7 2015 [uL-15 01-JUL-2015  [31-JUL-2015

Exceptions

|»

v

then click Save

Generation of Trial Balances
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Oracle Applications - Production Instance

Step 6. A note will appear that

File Edit View Folder Tools Window Help

ARG E-E XL AR Sl

.

X

W=k XA AN

you cannot close the period
because of the transactions in

(o]

Ledger UP Diliman

Period Status

Open

Open

Open 1

Open 12

Open 11
[ [Closed 10

Closed

Closed

Never Opened 7

Period Number

Fiscal Year

2016
2016
2016
2015
2015
2015
2015
2015
2015

Period Name
MAR-16

FEB-16
JAN-16
DEC-15
NOV-15
0CT-15
SEP-15
AUG-15
JUL-15

Start Date

End Date

01-MAR-2016  31-MAR-2016
01-FEB-2016 29-FEB-2016

01-1AN-2016

01
01
01
01
01
01

31-1AN-2016

"\ APP-SQLAP-10304: You cannot close this period because
exceptions exist.

Please review and resolve all exceptions that are listed in
the Period Close Exceptions Report. Choose the Exceptions
button to submit this report.

-

Open

the Open period.

Click Ok.

Generation of Trial Balances
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Oracle Applications - Production Instance

Step 7. Click Exceptions.

File Edit View Folder Tool

s Window Help

(VPO G EBSP I RDDO L LBI PG 2

Exceptions

.,)

© Control Payables Periods _Iolx] =
Ledger |UP Uiliman
Period Number
Fiscal Year

~ Period Status Period Name Start Date End Date

(Open 3 [2016 [MAR-16 (01-MAR-2016  [31-MAR-2016 =
' |Open 2 |2016 |FEB-16 (01-FEB-2016  |29-FEB-2016 I
|Open 1 2016 |JAN-16 01-JAN-2016  [31-JAN-2016
' |Open 112 [2015 |DEC-15 [01-DEC-2015  |31-DEC-2015
|Open 11 [2015 [NOV-15 [01-NOV-2015  [30-NOV-2015
| = =10 [2015 |oCT-15 01-0CT-2015  |31-0CT-2015
[Closed 9 |2015 |SEP-15 (01-SEP-2015  [30-SEP-2015
[Closed '8 |2015 |AUG-15 01-AUG-2015  [31-AUG-2015 |
' |Never Opened 7 |2015 [uL-15 01-JUL-2015  [31-JUL-2015

Qpen

Generation of Trial Balances
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eoe

Oracle Applications - Production Instance

Step 8. A decision window will

File Edit Yiew Folder Tools

Window Help

appear.

AL Y Y IR

A=K YA

(o]

Ledger UP Diliman

Period Status
Open
Open
Open
Open
Open
lOpen
Closed
Closed
Never Opened

Period Number

Fiscal Year

2016
2016
2016
12 2015
11 2015
10 2015
2015
2015
2015

Period Name
MAR-16

FEB-16&
JAN-16
DEC-15
NOV-15
0CT-15
SEP-15
AlG-15
JUL-15

Start Date
01-MAR-2016

01-FEB-2016

0 ODeci_s-idn . .

01

01 Choose the Review button to submit the Period Close

01 Exceptions Report to review unaccounted transactions and
o other exceptions that prevent the close of this period.

01 Choose the Sweep button to submit the Uraccounted

01 Transactions Sweep program, which updates the accounting

End Date

31-MAR-2016  ©

29-FEB-2016

date of unaccounted transactions to the next open period.

[ Cancel 'J,[ [ Review |

Open

J

Click Sweep.

Generation of Trial Balances
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[ NON ) Oracle Applications - Production Instance Step 9. Enter the period where
File Edit View Folder Tools Window Help the transactions will be
o o transferred.
(HYO Ve P R D EE LD D% 2
=101% | == .

= - Period format: MONTH-YEAR

Ledger UP Diliman Example: NOV-15

Period Number | ) .
O Sweep to Period Then click Submit.

Period Status Date

Open Sweep to Period |NOY-15 - MAR-2016  *

Open FEB-2016 -

Open JAN-2016

Open DEC-2015

Open Submit Cancel ) NOV-2015

foren 0CT-2015

Closed SEP-2015

Closed AUG-2015

MNewver Opened 7 2015 JUL-15 01-JUL-2015 31-JUL-2015 =

Exceptions
Open

Generation of Trial Balances 13
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00 Oracle Applications - Production Instance Step 10. A caution will appear
before proceeding with the

HYO & 2V8SP R I NEHE LD D5 2 action.

= ol T _
Click Ok

Ledger UP Diliman

File Edit Yiew Folder Tools Window Help

Period Number
(O]
Period Status Date
Open Sweep to Period NOY-15 MAR-2016  *
Open FEB-2016 -
Open JAN-2016
Open DEC-2015
Open Submit Wocauton @
lOpen

p— APP-SQLAP-97024: You chose to sweep the unaccounted

ose transactions for this period. This action is irreversible.
Closed Do you wish to continue?
Never Opened 7 2015 JUL-15 01+ }

Cancel |
- oot = Step 11. Take note of the
\j APP-SQLAP-10058: The request number is 4902181, Request ID.
You can check the status of the request in the Requests Click Ok

—— window,

14
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File Edit Folder Tools Window Help

o=l % Show Navigator

PIRDBE R LDI Y52

Zoom
Find...
Ledge Find Al
Query By Example » lod Number
Record » | Fiscal Year
Perio ¢ anelations. | Period Name Start Date End Date
Open iachmente. 2016 |MAR-16 01-MAR-2016  [31-MAR-2016 =
M;umman“,Dm'_i” | [2016 |FEB-16 (01-FEB-2016  |29-FEB-2016 ]
(Opep— —— H (2016 [1aN-16 01-JAN-2016  |31-JAN-2016
[o—pet[zms IDEC-15 01-DEC-2015  [31-DEC-2015
(Open 11 2015 |NOV-15 01-NOVY-2015  |30-NOY-2015
[ Jopen| |10 |2015 |oCT-15 01-0CT-2015  |31-0CT-2015
(Closed 19 [2015 [sEP-15 01-SEP-2015  |30-SEP-2015
(Closed 8 [2015 |AUG-15 01-AUG-2015 [31-AUG-2015
INever Opened 7 [2015 [uL-15 01-JUL-2015  [31-JUL-2015
Exceptions
Open

Generation of Trial Balances
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Step 12. To verify if the
sweeping process has been
completed,

Click View > Requests

Doc Ref: FMIS User Manual - Generation of Trial Balances
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File Edit View Folder Tools Window Help

=32 ® 8

S OQP XDDER LBDPYP&G 2

(o]

Request |

O Find Reqguests

Re

Can

My Completed Requests
My Requests |n Progress

 Specific Requests

Request ID {

Name {

Date Submitted
Date Completed

Status { ’
Phase { ’
Requestor {
[TInclude Reguest Set Stages in Query
Order By {Request 1D v|

Select the Number of Days to View: 7

Submit a New Request... A)I Clear | [

Find )

Doc Ref: FMIS User Manual - Generation of Trial Balances

Step 13. Find Requests
window will open.

Click Find

Generation of Trial Balances
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00

Oracle Applications - Production Instance

Step 14. Unaccounted

File Edit View Folder Tools Window Help

Transactions Report (XML)

(PO &RV EP R VDS LAY = ?

l Refresh Data

[ Find Requests

J

(

Submit a New Request...

Request ID

Parent

Phase

Status

Parameters

J 4902181

Unaccounted Transactior

[Com pleted

[Normal

{1000, 2023, 2023, ,, OCT-1=

Il

[
|
[
|
|
|
|
[

{
|
’{
|
|
|
|
|
{

|
|
|
|
|
|
|
|
{

l
[
|
[
|
[
|
[
[

l
[
|
[
|
|
|
|
[

|
[
|
{
|
{
|
{
(

4]

[ Hold Request

[ View Details... )

Yiew Output

Cancel Request

Diagnostics

Yiew Log...

)

request will appear on the list of
submitted requests.

Click Refresh Data until the
Phase is Completed and
Status, Normal.

Generation of Trial Balances
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[ NON ) Oracle Applications - Production Instance

Step 15. To view the list of

File Edit View Folder Tools Window Help

swept transactions,

(Y0 288 P R DD EL I LBIYE 2

© Requests ™ [=] E3
| Refresh Data I [ Find Requests J | Submit a New Request... J
Request ID Parent
Name Phase Status Parameters
04902181 |naccounted Transactior | (Completed  |Normal 1000, 2023, 2023, ,, OCT-12
I ( [ ( [ [
| | I | | |
| | I | | l
Il [ I [ [ l
I ( I ( ( I
U [ | [ [ |
| | I | | l
| [ I | | l
[ [ l [ [ l -
( Hold Request [ View Details... /I | View Output )
Cancel Request [ Diagnostics J | View Log... J

click View Output.

Generation of Trial Balances
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[
A GJ @ | https://uis.up.edu.ph/OA_CGI/FNDWRR.exe?temp_id=3886771872
m

ORACLE payables

Company: UP Diliman

ORACLE payables

Unaccounted Transactions Sweep

Reporting Level: Ledger
Reporting Context: UP Diliman

Period Name: OCT-15

Sweep to Period: NOV-15

Unaccounted Transactions Sweep

Report Date: 20-SEP-2018
Page: 10f9

Report Date: 20-SEP-2018

Company: UP Diliman Page: 20f9
Unaccounted Invoices
Supplier Name Supplier Invoice Voucher Invoice Date | Currency Amount | PO Exceptions
Number Number Number Number

723 723 723 30-Oct-2015 | PHP Dist Variance
19818 300 300 17-Sep-2015 | PHP Dist Variance
796 705 705 29-Oct-2015 | PHP Dist Variance
== - 33453 713 713 30-Oct-2015 | PHP Dist Variance
T o 3712 659 659 05-Oct-2015 | PHP Dist Variance
19779 367 367 24-Sep-2015 | PHP Dist Variance
— 223 570 570 15:0ct2015 | PAP Dist Variance
2223 663 663 16-Oct-2015 | PHP Dist Variance
T T 471 625 625 28-Sep-2015 | PHP Dist Variance
o h 17835 348 348 23-Sep-2015 | PHP i Dist Variance
- - 328 809 809 29-0ct-2015 | PHP Line Variance
ToTTTTTT 531 588 588 14-Oct-2015 | PHP Not Validated

Generation of Trial Balances
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Step 16. Go to the Internet
browser for the output.

Note:

If the Period still cannot be
closed, run the Period Close
Exceptions Report (XML) refer
to user guide Generate Period
Close Exception Report (AP).

Check the transactions that are
listed on the report. Refer to the
user guide Review on Open
Transactions.pdf

Expected Result:

1. Open transactions will be
swept to defined sweeping
period.

2. The Accounts Payable
Accounting Period can be
closed.

3. The GL dates of the swept
invoces will be updated to the
swept date.

DISCLAIMER: The screenshots in this document
are for illustration purposes only and may not be
the same as the final user interface.

19
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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:

iOM 1.0 Initial

Updated the description, steps,

04 October 2018 Julius Ermitanio 2.0
screenshots, and format

1.2 Description

Process ID

Process Name Create Accounting for Accounts Payable

Functional Domain  Accounts Payables Module

Responsibility Payables Accountant

Purpose e To transfer the final journal entries in the current batch run to

General Ledger
e To be able to generate trial balance reports
Data Requirement  Accounting Period
Dependencies

Scenario An Accounting Officer will run Create Accounting Program to post
the entries of Accounts Payables subledger to the General Ledger.

Generation of Trial Balances 21
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| UNIVERSITY OF THE PHILIPPINES

“User Name

(xample: JRDELACRUZ)
“Password

(example: Rb3A4%%8c)

Doc Ref: FMIS User Manual - Generation of Trial Balances

University Information System Home Page

Logout Preferences Help Personalize Page

( [ Fixed Assets Accountant, UPS
(# [ Ipternet Expenses Auditor UPS
“2l View Payroll Process Results
® [ pisbursement Voucher
B0 Payments
B0 Accounting
3 [ workflow
= Con £n

i€

From Type Subject Sent
There are no notifications in this view.

¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

¥"TIP Worklist Access - Specify which users can view and act upon your notifications.

Generation of Trial Balances
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Step 1. Go to uis.up.edu.ph

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

Step 3. From UIS Home Page
proceed to Main Menu and
choose the Payables
Accountant > Other >
Requests > Run

22
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[ JON ) Oracle Applications - Production Instance Step 4. Select Single Request
then click Ok.

File Edit View Folder Tools Window Help

B2 S8 P R DD EHR LBP 2% 2
) _Ix
Functions | Documents Processes
Disbursement Youcher:
+ Disbursen
?
+ Payments What type of request do you want to run?
et Accountin
+ Workflow| | © Single Request
=+ Other This allows you to submit an individual request.
View Payrg
*& ' Request Set
+4. This allows you to submit a pre-defined set of
requests.
-
oK Cancel J
Open
Generation of Trial Balances 23
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o0 e

Oracle Applications - Production Instance

Step 5. In the Name field, enter:

File Edit View Folder Tools Window Help

Create Accounting, and then

BEY20 38O P R DDHER LBPL%?

press the TAB button on your

: keyboard.

"\ Help(© |

Run this Request...

)

Operating Unit |

Parameters {

At these Times...

Upon Completion...

Copy...
Name [Create Accounting F
Language [American English
I Language Setting... | { Debug Options
Run the Job {As Soon as Possible Schedule... ‘]
V! Save all Output Files
Layout {Subledger Accounting Program Report - Standard Options... J

Notify |

Print to [noprint

( Delivery Opts

( Susmit

Cancel

)

Generation of Trial Balances
File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0
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@ Java Applet - uis.up.edu.ph

Step 6. Enter the parameters

then click Ok.

Set the Mode to Draft, should

[ NN Oracle Applications - Production Instance
File Edit View Folder Tools Window Help
HY o G880 R DEA LABOIE | ?

(Sl " e

Run this Request...

O Parameters

Ledger |JUP System

l Process Category
End Date
Mode
Errors Qnly

31-JAN-2017
Final

No

Report [Detail

Transfer to General Ledger [Yes

Post in General Ledger {Yes

General Ledger Batch Name [

Include User Transaction Identifiers {Yes

{(_Zancelr_}l [ Clear V_I,I " Help '_I_I

you prefer to verify entries first
before posting to GL.

Please refer to the next page for
description of the parameters.

Help (C) Cancel

=

Generation of Trial Balances
File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0
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Field Name Description Remarks
Ledger Ledger named after the Constituent Default Value depending on
University or Level 1 Unit the Unit
End Date End date of the accounting period Date
Format: DAY-MONTH-YEAR
Mode Draft: Draft entries are not posted to List of Values (LOV)
General Ledger. You can review the
resulting entries, update the transactions,
or update the accounting rules.
Final: Final entries are ready to be
transferred to General Ledger and cannot
be modified
Errors Only No Default Value
Report Detail Default Value
Transfer to General Yes Default Value
Ledger
Post in General Ledger | Yes Default Value

General Ledger Batch
Name

Accounting Officer may add the Batch
Name for this Accounting Program run

Alphanumeric
Optional

Include User
Transaction ldentifiers

Yes

Select Yes

Generation of Trial Balances

File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0

26



Doc Ref: FMIS User Manual - Generation of Trial Balances

[ NON Oracle Applications - Production Instance Step 7. Click Submit
File Edit Yiew Folder Tools Window Help
B0 388 P R DDHER L9252

© Submit Request [X]

Run this Request...

\ Copy... )

Name lCreate Accounting

Operating Unit I
Parameters [UP System31-JAN-2017:Final:No:Detail:Yes:Yes::No
Language IAmerican English

| Language Settirg... | [ Debug Options

At these Times...

Run the Job [As Soon as Possible \ Schedule... J

Upon Completion...
VI Save all Output Files

Layout lSubledger Accounting Program Report - Standard Options... J

—_—

Notify I

" Delivery Opts
Printto |noprint | Delivery Opts |

| Help@ |

{ Cancel )

Generation of Trial Balances 27
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Request submitted.
(Request ID = 4909708)

Submit another request?

Can

C Specific Requests
Request ID [

Name [
Date Submitted |

Date Completed

Status [
Phase [
Requestor [
[TInclude Reguest Set Stagzs in Query
Order By [Requesl ID v
Select the Number of Days to View: ‘ 7
{ Submit a New Request.., ) Clear | ]

00 Oracle Applications - Production Instance
File Edit View Folder Tools Window Help
B9 = P (e e | [ ?
(o] —lolx
© Find Requests _JOf x]
Rel
© My Completed Requests
RequestI| © In Brogress

Generation of Trial Balances
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Step 8. A decision window will
appear to submit another
request. Click No

Step 9. User will go back to the
Find Requests window.

Click Find.
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@0 e

Oracle Applications - Production Instance

File Edit View Folder Tools Window Help

(PO T HVSP LN R LD D

© Requests ™ [=] E3

\ Refresh Data I { Find Requests | \ Submit a New Request... A)I

Request ID Parent
Name Phase Status Parameters

4905830  |Accounting Program | |Completed  |Normal |222, 2027, 2016407431, F, I}~
4905829 Create Accounting Completed Normal 222, 222, Y, 2027, , 2016/0
4904548 Unaccounted Transactior Completed Normal 1000, 2029, 2029, ,, DEC-1/ -
4904543 |Unaccounted Transactior | (Completed  |Normal 11000, 2029, 2029, , , NOY-
{4904542 {Unaccounted Transactior{ {Completed {Normal {1000, 2029, 2029, ,, OCT-1
14904541 |Unaccounted Transactior | Completed  |Normal 1000, 2029, 2029, , , SEP-1¢
14904540  |Unaccounted Transactior | Completed  |Normal 11000, 2029, 2029, , , AUG-1
14904539 |Unaccounted Transactior | Completed  |Normal 11000, 2029, 2029, , , JUL-1¢
4904538 |Unaccounted Transactior | Completed  |Normal 11000, 2029, 2029, , , JUN-1
4904537  |Unaccounted Transactior | (Completed  |Normal 11000, 2029, 2029, , , MAY-.

\ Hold Request { Yiew Details... le \ Yiew Output )

Cancel Request { Diagnostics VI Yiew Log...

Generation of Trial Balances
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Step 10. On Requests window,

program requests will run:
Create Accounting and
Accounting Program.

Monitor Phase-Status of the

submitted program requests.

Click Refresh Data until the
Phase is Completed and
Status, Normal.
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eo0e

Oracle Applications - Production Instance

File Edit View Folder Tools Window Help

(P0G 28SP R DNERL LBD D52

O Requests O} x|

I Refresh Data I { Find Requests V] Submit a New Request... J
Request ID Parent

_ Name Phase Status Parameters
4905830 Accounting Program Completed Normal 222, 2027, 2016/07/31, F, I =

l4905829 Create Accounting Completed MNormal 222, 222, Y, 2027, , 2016)’0]
14904548 |Unaccounted Transactior | \Completed  |Normal 11000, 2029, 2029, ,, DEC-1 -
4904543 |Unaccounted Transactior | (Completed  Normal 11000, 2029, 2029, , , NOV-.
4904542 |Unaccounted Transactior | (Completed  |Normal 11000, 2029, 2029, , , OCT-1
|4904541 IUnaccounted Transactior‘ ‘Completed [Normal [1000, 2029, 2029, ,, SEP-1¢
4904540 |Unaccounted Transactior | (Completed  Normal 11000, 2029, 2029, , , AUG-1
4904539 |Unaccounted Transactior | (Completed  |Normal 1000, 2029, 2029, , , JUL-1¢
|4904538 IUnaccounted Transactior| ICompIeted [Normal [1000, 2029, 2029, ,, JUN-1
4904537 |Unaccounted Transactior | (Completed  Normal 1000, 2029, 2029, , , MAY-{

I Hold Request { View Details... J Yiew Output A.I

Cancel Request { Diagnostics '] View Log... J

Generation of Trial Balances
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Step 11. Once the Phase is
Completed and Status,
Normal.

the accounting officer may view
the journal entries posted.

Click on the Create Accounting
request then click View Output.
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You have chosen to open:

Create_Accounting_180415.rtf

which is: Rich Text Format (51.6 KB)
from: http://gotoprodclone2.up.edu.ph

What should Firefox do with this file?

Doc Ref: FMIS User Manual - Generation of Trial Balances

Step 12. Internet browser will
open and report is ready for
download.

Click Ok.

..............................

() SaveFile

Generation of Trial Balances
File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0

[] Do this automatically for files like this from now on.

u

Cancel
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Sample Generate Report

ORACLE Subledger Accounting  Subledger Accounting Program Report ~ Report Date  Apr 18, 2015
UP Diliman Page 1of2

Application  Payables
Process Category
End Date Feb 28, 2014
Accounting Mode  Draft
Report Level  Detail
Errors Only No
Transfer to General Ledger
Post in General Ledger
General Ledger Batch Name

Report Summary
Number of] Number of Events Journal Entries
Event Class D P In ErrorjLedger Balance Type Coun
Invoices 1 1 UP Diliman |Actual |
Payments 1 1 0[UP Diliman |Actual |

Subledger Accounting Program Report eport Date  Apr 18, 2015

Buhledger. Journal Entries

Event Class Invoices Event Type Invoice Validated
Event Number 1 Event Date Feb 5, 2014

Ledger UP Diliman. Ledger Currency PHP Balance Type Actual
Definition Accrual Version GL Date Feb 5, 2014

Journal Entry Description Invoice Validated , Invoice Number: 30 , Date: 05-FEB-14 , Document Sequence Category: STD INV , Document Sequence
Name: UPD_DV , Invoice Voucher Number: 30 , Invoice Descngﬂon Supplies

Accounting Entered Accounted
Line | Class Account Currency | Debit | Credit Debit Credit
1 Item Expense [ 02.101.--.50203010.- - PHP | 8,200.00 | 8,200.00
2 Liability 02.101.--.20101010 PHP | | 8,200.00 8,200.00
Journal Entry Total 8,200.00 8,200.00
Event Class Payments Event Type Payment Created
Event Number 1 Event Date Feb 6, 2014
Ledger UP Diliman. Ledger Currency PHP Balance Type Actual
icati ing Definition Accrual GL Date Feb 6, 2014
Journal Entry D ipti y Created , Payi Number: 54 , Payment Date: 06 FEB 14 , Bank Name: UPD COE Account , Payment Currency
Code PHP
Accounting Entered Accounted
Line | Class Account Currency Debit Credit Debit Credit
1 Cash 02.101.-.-.10102030.0205 - - - - - PHP 8,200.00 8,200.00
2 Liability 02.101.--.20101010 - - - - - - PHP 8,200.00 8,200.00
Journal Entry Total 8,200.00 8,200.00

Generation of Trial Balances
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The Subledger Accounting
Program Report may be viewed.

Note:

As a prerequisite to generate the
Pre-Closing Trial Balance report,
user must run the create
accounting with the parameters
Mode set to Final accounting
and Post in General Ledger set
to Yes.

Expected Result:

Create Accounting Program has
been submitted.

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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Run Remittance on
Accounts Receivables
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1. DOCUMENT CONTROL

1.1 Change Record

Date
17 August 2015

04 October 2018

1.2 Description

Process ID
Process Name
Functional Domain
Responsibility
Purpose

Data Requirement

Dependencies

Scenario

Generation of Trial Balances

Author Version Change Reference:
Paul Jason Perez 1.0 Initial
Julius Ermitanio 20 Updated the description, steps,

screenshots, and format

Run Remittance on Accounts Receivables

Accounts Receivables Module

Receivables Accountant

Remit receipts to bank account

¢ Receipt Number

e Deposit Slip

Report of Collections and Deposit has been submitted to the
Accounting Office complete with Official Receipt duplicates and
Deposit Slip

Accounting office staff will run the remittance based on the Report of
Collections and Deposits submitted by the Cash office.

File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0
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| UNIVERSITY OF THE PHILIPPINES

7

“User Name

(xample: JRDELACRUZ)
“Password

(example: Rb3A4%%8c)

Doc Ref: FMIS User Manual - Generation of Trial Balances

) UNIVERSITY OF THE PHILIPPINES

University Information System Home Page

Logout Preferences Help Personalize Page

Puainmenn B wordlst
[ Full List |

[\;’l [J Receivables Accountant, UPS I From Type Subject Sent
T L] Transactions There are no notifications in this view.
pts ¥"TIP Vacation Rules - Redirect or auto-respond to notifications.
= Batches ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
& gatches Summary
= Receipts

= mary
[ Remittances
Remittances Summary

[ schedule Automatic Receipts
and Remittances

® [ customers
=20 Reports

Generation of Trial Balances
File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0

Step 1. Go to uis.up.edu.ph

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

Step 3. From UIS Home Page
proceed to Main Menu and
choose the Receivables
Accountant > Receipts >
Remittances
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© Remittances (UP Systern) o] The Remittances window will
Batch Type Remittance open.
Batch Number Currency PHP
Dates
Batch 20-MAY-2015 Remittance Method Standard v
GL 20-MAY-2015 Receipt Class

Receipt Method
Operating Unit  UF System
Media Reference
Remittance
Bank
Branch Currency
Account Number Count
Deposit Number Amount

Comments
Process Status
Request ID [ /1
Auto Create ] ( Manual Create )

Generation of Trial Balances 36
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Remittances Parameter:

Doc Ref: FMIS User Manual - Generation of Trial Balances

Field Name Description Remarks
Batch Type ‘Remittance’ Default Value
Currency ‘PHP’ Default Value
Dates: Batch Date of the Remittance Batch Date
Format: Day-Month-Year
Example: 20-SEP-2018
Dates: GL GL date of the Remittance Date
Format: Day-Month-Year
Example: 20-SEP-2018
Remittance Method ‘Standard’ Default Value
Remittance: Bank Account where collections were Select from list of Values
Bank, deposited
Branch, and
Account Number
Comment Any additional remarks Optional

Generation of Trial Balances
File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0

Step 4. Enter the Remittances
parameters.
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O Remittances (UP System) O] x| Step 5. After fiIIing-out the form,
Batch Type |Remittance
Batch Number Currency PHP click Auto Create.
Dates
Batch 20-MAY-2015 Remittance Methad | Standard -
GL 20-MAY-2015 Receipt Class

Receipt Method
Operating Unit |UF System
Media Reference
Remittance
Bank Land Bank of the Philippines/=
Branch Katipunan Currency PHP
Account Number [LEP-CA No. 1462-1013-00 Count

Deposit Number Amount

Comments
Process Status
Request ID [
Auto Create ‘,[ ( Manual Create )

Generation of Trial Balances 38
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Dates
Maturity -
Receipt -

Receipt Numbers cdg00111

cdgl0113

Document Numbers
Remittance Totals
Customers

Numbers
Names

Locations

Actions
V' Create

v Approve

O Create Remittance Batch {(UP Systemn : PHP) - [New]

Cancel

Step 6. The Create Remittance
Batch window will open.

Type the receipt series on the
Receipt Numbers field.

Check the tickboxes on the
Actions region:
Create, Approve, and Format

Then click Ok.

Generation of Trial Balances
File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0
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Step 7. A Decision window wil

appear before proceeding with

the action.
@ Submit 1 hatch(es) for Format?

Click Ok.

Step 8. A notification will be

shown once the transaction has
been completed.

FRM-40400: Transaction complete: 1 records applied
and saved. Click Ok.

Generation of Trial Balances 40
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eoce

Oracle Applications - Production Instance

File gdi@tmder Tools Window Help

[P A DBER LB P % 2

ccountant, UPS

ts Processes

tches

Top Ten List
1. Open{Close Acccunting Periods
2. Transactions

[:J 3. Receipt

[e

[ NoN ) Oracle Applications - Production Instance
File Edit Yiew Folcder Tools Window Help
B2 ol & &P e e | [ 2
= [=] £3
@ ©O Find Requests ™=
Re
- © My Completed Requests
Request | My Requests In Progress
l © Specific Requests =
Request ID ‘
Name ‘
Date Submitted |
Date Completed |
Status ‘
Phase \
Requestor |
[ Include Reguest Set Stagas in Query -
Order By ‘Request ID v
Ha
Select the Number of Days to View: 7
Can| - B l )
Submit a New Request... J Clear ‘ Find

Generation of Trial Balances

File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0
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Step 9. To verify if the auto
remittance program has been
completed,

on the Menu, click View>
Requests.

Step 10. User will go back to the
Find Requests window.

Click Find.
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O Requests EEE|

Refresh Data ‘ Find Reguests ] Submit a New Request... J
Request ID
Name Phase Status Parameters
I' h378[]96 Automatic Receipts/Remitt Completed Maormal P_PROCESS_TYPE=REMIT, -
1378094 Automatic Remittances Cre Completed MNormal REMIT, , , Y, ¥, Y, 13009, N,
1377614 UP Diliman Official Receipt Completed Maormal pvpO01
1376087 UP Diliman Official Receipt Completed Normal test123
1376060 UP Report of Collection ant Completed MNormal 102, 2015/05/19 00:00:00, , 14
1376047 UP Report of Collection ant Completed Maormal 102, 2015/05/19 00:00:00, , 14
1375916 UP Diliman Official Receipt Completed Maormal pvp001
1371579 UP Los Banos Official Rect Completed Maormal KENOOS
1371573 UP Los Banos Official Rec Completed Normal KEMODS
1371518 UP Diliman Official Receipt Completed Marmal 0236 -
Hold Reguest ] Yiew Output
Cancel Request Yiew Log...

Generation of Trial Balances
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Step 11. The Requests window
will open and will show all the
submitted requests.

This request will submit
Automatic Remittances
Creation Program (API) and
Automatic
Receipts/Remittances
Execution Report.

Monitor Phase-Status of the
submitted program requests.

Click Refresh Data until the

Phase is Completed and
Status, Normal.
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Receipts Window

Doc Ref: FMIS User Manual - Generation of Trial Balances

© Receipts (UP System : PHP) M=
Receipt Reference

Type

Receipt Method Receipt Date  20-MAY-2015
Number

Receipt Number GL Date [20-MAY-2015
Customer Name

Receipt Amount  PHP Maturity Date  20-MAY-2015
; Customer Num

Receipt Type | Miscellaneous w7 Functional Amount :
Location
<D [ Taxpayer ID
[ Main | More
Paid By Customer Bank
Name
Purpose Name
Activity Account
Distribution Set Tax Amount
Tax Cod Tax Rate % Remittance Bank
ax Code ax Rate % e
Tax Account B
Description Account
Reference Comments
Postmark Date
Confirm... 1 Reverse... 1 Receipt History Search and Apply Distributions )

Generation of Trial Balances
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Step 12. To verify if the receipts
are remitted,

Navigate to Receivables

Accountant > Receipts >
Receipts.
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Oracle Applications - Production Instance

pr—

File Edit View Folder Tools Actions Window Help

SV &8 SP L DD

© Receipts {UP System : PHP)

SLEDYPG%H e ?

Doc Ref: FMIS User Manual - Generation of Trial Balances

Step 13. Click Search % .

Receipt Reference
. i Type
Receipt Method r Receipt Date |23-SEP-2018 Number %
Receipt Number [ GL Date |23-SEP-2018
) ) Customer Name
Receipt Amount  |PHP Maturity Date | 23-SEP-2018 Customer Num %
Receipt Type [Miscel[aneous | Functional Amount .
Location
Rl [ [r] Taxpayer |D
(=
O Find Receipts M =1 B3
Operating Unit H
: — Step 14. Enter the Receipt
I Receipt Numbers |cdg00111 B cio00111 - I N b
Receipt Dates - umbpers.
GL Dates - Remittance
Paostmark Dates - Bank Then click Ok.
Maturity Dates - Branch
Document Numbers - Account
Amounts B Batch
Currency Method 4
State < Customer
Receipt Batch
Name
Payment Method
Number
Status ~ .
Location
Type <~
» Taxpayer ID
Activity
. ) Collector Name
Bills Receivable >
At Risk =
Clear Mew | Find

Generation of Trial Balances
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O Receipts {(UP System : PHP)

Receipt

Receipt Method
Receipt Number

Receipt Amount

UPS - LEP - RF
cdgO0111
PHP

Miscellaneous

Receipt Type
| State

Remitted

' Mainl More

Receipt Date

GL Date

Maturity Date
Functional Amount

09-DEC-2014
09-DEC-2014

100.00
[[Ye]

H [=] &3

Reference
Type

Number
Customer Name
Customer Num
Location

Taxpayer ID

Paid By

Purpose

Distribution Set
Tax Code

Tax Account

Description

Reference

Postmark Date

Name Mr. Ocampo

Activity \UP Press - Sale of books

Tax Amount
Tax Rate %

Comments  myths

Customer Bank

Name
Account

Remittance Bank
Name |Land Bank of the Phili|

Branch Katipunan
Account |LBP-CA No. 1462-101:

Confirm... 1

Reverse... 1

Receipt History

Search and Apply

| -

Distributions

Generation of Trial Balances
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The State of the receipt should
be “Remitted”

Expected Result:

Receipts have been remitted.

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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Accounts Receivables
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1. DOCUMENT CONTROL

1.2 Change Record

Date

04 October 2018

1.3 Description

Process ID
Process Name
Functional Domain
Responsibility
Purpose

Data Requirement
Dependencies
Scenario

Generation of Trial Balances

Author Version Change Reference:

iOM 1.0 Initial

Updated the description, steps,

Julius Ermitanio 2.0 screenshots, and format

Create Accounting for Accounts Receivable

Accounts Receivable Module

Receivables Accountant

e To transfer the final journal entries in the current batch run to
General Ledger

e To be able to generate trial balance reports

Accounting Period

Run remittances prior to running create accounting

An Accounting Officer will run Create Accounting Program to post

the entries of Accounts Receivables subledger to the General

Ledger.

File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0
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Step 1. Go to uis.up.edu.ph

| UNIVERSITY OF THE PHILIPPINES

7

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

“User Name

(xample: JRDELACRUZ)
“Password

(example: Rb3A4%%8c)

Step 3. From UIS Home Page
proceed to Main Menu and
choose the Receivables
Accountant > Control >

Logout Preferences Help Personalize Page Requests > Run

University Information System Home Page

(Mainmenu Ml workie
" Full ist |

[ﬂ (] Receivables Accountant, UPS l From Type Subject Sent

E ] Transactions There are no notifications in this view.

® [ Receipts ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

@ B3 customers ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

20 Reports

(3 [ print Documents

=) L3 control
=¥ Concurrent
= [ Requests

4 Set

20 Accounting

Generation of Trial Balances 48
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[ JON ) Oracle Applications - Production Instance Step 4. Select Single Request
then click Ok.

File Edit View Folder Tools Window Help

B2 S8 P R DD EHR LBP 2% 2
) _Ix
Functions | Documents Processes
Disbursement Youcher:
+ Disbursen
?
+ Payments What type of request do you want to run?
et Accountin
+ Workflow| | © Single Request
=+ Other This allows you to submit an individual request.
View Payrg
*& ' Request Set
+4. This allows you to submit a pre-defined set of
requests.
-
oK Cancel J
Open
Generation of Trial Balances 49
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o0 e

Oracle Applications - Production Instance

Step 5. In the Name field, enter

File Edit View Folder Tools Window Help

Create Accounting, and then

BEY20 38O P R DDHER LBPL%?

press TAB button on your

: keyboard.

"\ Help(© |

Run this Request...

)

Operating Unit |

Parameters {

At these Times...

Upon Completion...

Copy...
Name [Create Accounting F
Language [American English
I Language Setting... | { Debug Options
Run the Job {As Soon as Possible Schedule... ‘]
V! Save all Output Files
Layout {Subledger Accounting Program Report - Standard Options... J

Notify |

Print to [noprint

( Delivery Opts

( Susmit

Cancel

)

Generation of Trial Balances
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@ Java Applet - uis.up.edu.ph

Step 6. Enter the parameters

then click Ok.

Set the Mode to Draft, should

[ NN Oracle Applications - Production Instance
File Edit View Folder Tools Window Help
HY o G880 R DEA LABOIE | ?

(Sl " e

Run this Request...

O Parameters

Ledger |JUP System

l Process Category
End Date
Mode
Errors Qnly

31-JAN-2017
Final

No

Report [Detail

Transfer to General Ledger [Yes

Post in General Ledger {Yes

General Ledger Batch Name [

Include User Transaction Identifiers {Yes

{(_Zancelr_}l [ Clear V_I,I " Help '_I_I

you prefer to verify entries first
before posting to GL.

Please refer to the next page for
descriptions of the parameters.

Help (C) Cancel

=

Generation of Trial Balances
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Parameters of Create Accounting:

Doc Ref: FMIS User Manual - Generation of Trial Balances

Field Name Description Remarks
Ledger Constituent University Default Value depending on
the Unit
End Date End date of the accounting period Date
Format: DAY-MONTH-YEAR
Mode Draft: Draft entries are not posted to List of Values (LOV)
General Ledger. You can review the
resulting entries, update the transactions,
or update the accounting rules.
Final: Final entries are ready to be
transferred to General Ledger and cannot
be modified
Errors Only No Default Value
Report Detail Default Value
Transfer to General Yes Default Value
Ledger
Post in General Ledger | Yes Default Value

General Ledger Batch
Name

Accounting Officer may add the Batch
Name for this Accounting Program run

Alphanumeric
Optional

Include User
Transaction ldentifiers

Yes

Select Yes

Generation of Trial Balances

File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0
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[ NON Oracle Applications - Production Instance Step 7. Click Submit
File Edit Yiew Folder Tools Window Help
B0 388 P R DDHER L9252

© Submit Request [X]

Run this Request...

\ Copy... )

Name lCreate Accounting

Operating Unit I
Parameters [UP System31-JAN-2017:Final:No:Detail:Yes:Yes::No
Language IAmerican English

| Language Settirg... | [ Debug Options

At these Times...

Run the Job [As Soon as Possible \ Schedule... J

Upon Completion...
VI Save all Output Files

Layout lSubledger Accounting Program Report - Standard Options... J

—_—

Notify I

" Delivery Opts
Printto |noprint | Delivery Opts |

| Help@ |

{ Cancel )

Generation of Trial Balances 53
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Request submitted.
(Request ID = 4909708)

Submit another request?

Can

C Specific Requests
Request ID [

Name [
Date Submitted |

Date Completed

Status [
Phase [
Requestor [
[TInclude Reguest Set Stagzs in Query
Order By [Requesl ID v
Select the Number of Days to View: ‘ 7
{ Submit a New Request.., ) Clear | ]

00 Oracle Applications - Production Instance
File Edit View Folder Tools Window Help
B9 = P (e e | [ ?
(o] —lolx
© Find Requests _JOf x]
Rel
© My Completed Requests
RequestI| © In Brogress

Generation of Trial Balances
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Step 8. A decision window will
appear requesting for another
request. Click No.

Step 9. User will go back to the
Find Requests window.

Click Find.

54



Doc Ref: FMIS User Manual - Generation of Trial Balances

@0 e

Oracle Applications - Production Instance

File Edit View Folder Tools Window Help

(PO T HVSP LN R LD D

© Requests ™ [=] E3

\ Refresh Data I { Find Requests | \ Submit a New Request... A)I

Request ID Parent
Name Phase Status Parameters

4905830  |Accounting Program | |Completed  |Normal |222, 2027, 2016407431, F, I}~
4905829 Create Accounting Completed Normal 222, 222, Y, 2027, , 2016/0
4904548 Unaccounted Transactior Completed Normal 1000, 2029, 2029, ,, DEC-1/ -
4904543 |Unaccounted Transactior | (Completed  |Normal 11000, 2029, 2029, , , NOY-
{4904542 {Unaccounted Transactior{ {Completed {Normal {1000, 2029, 2029, ,, OCT-1
14904541 |Unaccounted Transactior | Completed  |Normal 1000, 2029, 2029, , , SEP-1¢
14904540  |Unaccounted Transactior | Completed  |Normal 11000, 2029, 2029, , , AUG-1
14904539 |Unaccounted Transactior | Completed  |Normal 11000, 2029, 2029, , , JUL-1¢
4904538 |Unaccounted Transactior | Completed  |Normal 11000, 2029, 2029, , , JUN-1
4904537  |Unaccounted Transactior | (Completed  |Normal 11000, 2029, 2029, , , MAY-.

\ Hold Request { Yiew Details... le \ Yiew Output )

Cancel Request { Diagnostics VI Yiew Log...

Generation of Trial Balances
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Step 10. On Requests window,

program requests will run:
Create Accounting, and
Accounting Program.

Monitor Phase-Status of the

submitted program requests.

Click Refresh Data until the
Phase is Completed and
Status, Normal.
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eo0e

Oracle Applications - Production Instance

File Edit View Folder Tools Window Help

(SO T HVSP RN E A LBDY 5 ?

O Requests ™ [=] E3

I Refresh Data I { Find Requests V] Submit a New Request... J
Request ID Parent

_ Name Phase Status Parameters
4905830 Accounting Program Completed Normal 222, 2027, 2016/07/31, F, I =

l4905829 Create Accounting Completed MNormal 222, 222, Y, 2027, , 2016)’0]
14904548 |Unaccounted Transactior | \Completed  |Normal 11000, 2029, 2029, ,, DEC-1 -
4904543 |Unaccounted Transactior | (Completed  Normal 11000, 2029, 2029, , , NOV-.
4904542 |Unaccounted Transactior | (Completed  |Normal 11000, 2029, 2029, , , OCT-1
|4904541 IUnaccounted Transactior‘ ‘Completed [Normal [1000, 2029, 2029, ,, SEP-1¢
4904540 |Unaccounted Transactior | (Completed  Normal 11000, 2029, 2029, , , AUG-1
4904539 |Unaccounted Transactior | (Completed  |Normal 1000, 2029, 2029, , , JUL-1¢
|4904538 IUnaccounted Transactior| ICompIeted [Normal [1000, 2029, 2029, ,, JUN-1
4904537 |Unaccounted Transactior | (Completed  Normal 1000, 2029, 2029, , , MAY-{

I Hold Request { View Details... J Yiew Output A.I

Cancel Request { Diagnostics '] View Log... J

Generation of Trial Balances
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Step 11. Once the Phase is
Completed and Status,
Normal.

the accounting officer may view
the journal entries posted.

Click on the Create Accounting
request then click View Output.
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You have chosen to open:

Create_Accounting_180415.rtf

which is: Rich Text Format (51.6 KB)
from: http://gotoprodclone2.up.edu.ph

What should Firefox do with this file?

Doc Ref: FMIS User Manual - Generation of Trial Balances

Step 12. A dialog box will open
and report may be saved or
opened.

Click Ok.

..............................

() SaveFile

Generation of Trial Balances
File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0

[] Do this automatically for files like this from now on.

OK

Cancel
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Sample Generate Report

Subledger Accounting Program Report

UP Diliman

Application Receivables
Process Category
End Date Feb 28, 2014
Accounting Mode Draft
Report Level Detail
Errors Only  No
Transfer to General Ledger
Post in General Ledger
General Ledger Batch Name

Report Summary
Number of Number of Events Journal Entries
Event Class Documents| _ Processed| In ErroriLedger Balance Type Coun
[ Receipl | 2] 2 UP Diliman [Actual

Subledger Journal Entries

Event Class Miscellaneous Receipt
Event Number 1

Event Type
Event Date

Miscellaneous Receipt Created
Feb 1,2014

Ledger UP Diliman, Ledger Currency PHP
Application Accounting Definition Multi-Fund Account Receivables Accrual Version
- Balancing Method
Journal Entry Description

Balance Type Actual
GL Date Feb 1, 2014

Accounting Entered Accounted
Line | Class Account Currency Debit Credit Debit Credit
1 Confirmed 02.164.--.10102020.- - -.- - - PHP 6,000.00 6,000.00

Cash
2 Miscellaneous | 02.164.--.19901040.- - - -.- - PHP 6.000.00 6,000.00

Cash

Journal Entry Total 6,000.00 6,000.00
Event Class Miscellaneous Receipt Event Type Miscellaneous Receipt Created
Event Number 1 Event Date Feb7,2014
LCedger UP Diliman Ledger Currency PHP Balance Type Actual
Application Accounting Definition Multi-Fund Account Receivables Accrual Version GL Date Feb7,2014
- Balancing Method
Journal Entry Description

Accounting Entered A
Line | Class Account Currency Debit Credit Debit Credit
1 Confirmed 02.164.--10102020.-- - -.- - PHP 3,000.00 3,000.00

Cash
2 Miscellaneous | 02.164.--19901040.- - - -- - PHP 3,000.00 3,000.00

Cash

Journal Entry Total 3,000.00 3,000.00
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If you opted to open the report
without saving, view the report
through the Internet browser. If
you saved the report, this may
be opened through a document
viewer.

Note:

As a prerequisite to generate the
Pre-Closing Trial Balance report,
user must run the create
accounting with the parameters
Mode set to Final accounting
and Post in General Ledger set
to Yes.

Expected Result:

Create Accounting Program has
been submitted.

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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1.

1.1

1.2
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DOCUMENT CONTROL

Change Record

Date
25 September 2017

04 October 2018

Description

Process ID
Process Name
Functional Domain
Responsibility
Purpose

Data Requirement

Dependencies
Scenario

Generation of Trial Balances
File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0

Author Version Change Reference:
Kenneth Paul Mararac 1.0 Initial
Julius Ermitanio 2. Updated the description, steps,

screenshots, and format

Run Depreciation

Assets Module

Fixed Assets Accountant

e To run a depreciation and close a period

e Serves as a prerequisite for running trial balance reports
e Book

e Period

Book and Period are set-up

An Accounting Officer will run Assets Depreciation
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Step 1. Go to uis.up.edu.ph
/\‘ UNIVERSITY OF THE PHILIPPINES

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

“User Name

(xample: JRDELACRUZ)
“Password

(example: Rb3A4958c)

Step 3. From UIS Home Page

proceed to Main Menu and
UNIVERSITY OF THE PHILIPPINES choose the Fixed Assets
Accountant > Depreciation >
e Run Depreciation

University Information System Home Page

" Full Lt |
I‘ﬂ [ Fixed Assets Accountant, UPSI From Type Subject Sent
=5 Create Accounting There are no notifications in this view.
® L nquiry

¥"TIP Vacation Rules - Redirect or auto-respond to notifications.
® I Assets ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
(& £ Mass Additions

& [ Mass Transactions
8 [ production

=) CJ pepreciation
2 Run Depreciation

Projections
[ calculate Gains and Losses

(= what-1f Analysis
= Override

[ xtended Depreciation
® O 1ax
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File Edit Yiew Folder Tools Window Help

HY O I & 58S P LD

© Run Depreciation ™ [=] E3

Book ||
Period |
[ Close Period
E =10 xl
Book
Period |JlEllisS [ ]
Find|UPD %

UPD TRUST

4

Description
UPD GENERAL ASSETS BOOK
OFD REVOLVING Ao BOO
UPD TRUST ASSETS BOOK

Cancel |

{ Find |
———

Generation of Trial Balances
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Step 4. Run Depreciation
window will appear.

Click on the ellipsis.

Step 5. Select an Asset Book
then click Ok.
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File Edit View Folder Tools Window Help
B0 & 9P L[]
© Run Depreciation ™= E3

H

Book |UPD GENERAL
Period |MAR-2014 |
¥ Close Period|

© Caution [ X |

APP-OFA-48291: Run depreciation? Once the program closes
the period, you cannot reopen it.

Generation of Trial Balances
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Step 6. The Period field will be
automatically filled.

Check Close Period.
Then click Run.

NOTE:

Ensure that you have entered all
transactions for the period
before you run depreciation.
Once the program closes the
period, you cannot reopen it.

Step 7. A warning message will
prompt appear.

Click Ok.
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Request has been created for
D APP-OFA-48278: Concurrent Request 3151390 submitted. this transaction will appear.

Take note of the Concurrent
Request ID then click Ok

) Step 9. To view the status of the
' submitted request,

File Edit |Bi Folder Tools Window Help

[ g 2 ator SN NEE (4 £ | on the top of the Navigator
Zoom window, click View then select
Find... Requests.
ets Accountant, UPD
Find All
Query By Example » by
Record > epreciation
Translations. .. d close current period
Attachments. .. N T
SummaryfDetail

T+ Production =
- Depreciation
Generation of Trial Balances 64
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Step 10. On Find Requests

window, click Find.

File Edit View Folder Tools Window Help
BYO RSP APDHER LI L5%1 2
E O Find Reguests ™ =1 B3
Be My Completed Requests
Request | . My Requests In Progress
l " Specific Requests
Request ID [
Name I
Date Submitted
Date Completed
Status I ‘
Phase [ \
Requestor [
["Include Reguest Set Stages in Query
Order By [Request ID v’
Ha
Select the Number of Days to View: 7
Can| - - . -
| Submit a New Request... JI | Clear ‘ I Find )

Generation of Trial Balances
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File Edit View Folder Tools Window Help
SVY0 OE8SP R DD E A LD )% 2
Refresh Data ‘ ( Find Requests ) Submit a New Request... )
Request ID Parent
Name | Phase _Status Parameters
3151398[ Journal Entry Reserve Led|3151390 Completed MNormal UPD GEMERAL, 2023, MAR-Z =
3151395 Depreciation Run 3151390 Completed MNormal UPD GEMERAL, MAR-2014, C
3151393 Calculate Gains and Loss |3151390 Completed MNormal UPD CEMNERAL
3151330 Depreciation Run Reques Completed MNormal 140, 622
3151367 Journal Entry Reserve Led 3151360 Completed MNormal UPD GEMERAL, 2023, M&R-Z
3151365  |Depreciation Run 3151360 |Completed  |Normal UPD GENERAL, MAR-2014, C
3151362  |Calculate Gains and Loss 3151360  |Completed  [Normal UPD GENERAL
3151360 vDepreCiation Run Requesv vCompIeted Normal v140, 622
3151353 |Journal Entry Reserve Led 3151347  |Completed  [Normal UPD GENERAL, 2023, MAR-Z
3151351 vDepreciation Run 3151347 vCompleted MNormal UPD GEMERAL, MAR-2014, € -
Hold Request / Yiew Details... ) Yiew Output )
Cancel Request , Diagnostics J | View Log...

Generation of Trial Balances
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Step 11. The concurrent request
will process the transaction. The
Status should be Completed —
Normal.

On Requests window, system
will run the following:
e Depreciation Run Request
e Calculate Gains and
Losses
e Depreciation Run
e Journal Entry Reserve
Ledger Report

Monitor Phase-Status of the
submitted program requests.

Click Refresh Data until the

Phase is Completed and
Status, Normal.
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AT T IR IV I-L LI

O Requests ™ [=] B3
\ Refresh Data | [ Find Requests J | Submit a New Request... J
Request ID Parent
! ! Phase Statis Parametars
) 3151398 £|3151390  |Completed  [Normal

[3151393  |Calculate Gains and Loss[3151390  [Completed  [Normal UPD GENERAL

13151390 |Depreciation Run Reques | (Completed  |Normal 1140, 622

13151367 |Journal Entry Reserve Led|3151360  [Completed  [Normal UPD GENERAL, 2023, MAR-Z

[3151365  |Depreciation Run 3151360  |Completed  |[Normal UPD GENERAL, MAR-2014, C

[3151362  [Calculate Gains and Loss[3151360  |Completed  [Normal UPD GENERAL

| [3151360 [Depreciation Run Reques[ [Completed [Normal [140, 622

113151353 |journal Entry Reserve Led|3151347  |Completed  [Normal UPD GENERAL, 2023, MAR-Z

[3151351  |Depreciation Run 3151347 |Completed  |Normal UPD GENERAL, MAR-2014, C -

\ Hold Request [ View Details... J View Output J
Cancel Request [ Diagnostics j | View Log... )

Generation of Trial Balances
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Step 12. Select Journal Entry
Reserve Ledger Report then
click View Output.
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nttp://uisdev.u..._id=3341836451 * o

View the report through your

B uisdev.up.edu.ph:8010/0A_CGI/FNDWRR.exe?temp_id=3341836451 ¢ I

UNIVERSITY OF THE PHILIPPINES

Journal Entry Reserve Ledger Report

%E 3+ A0 Internet browser.

Journal Entry Reserve Ledger
Report will show the

Report Date: 01-0CT-2017 04:24

Unit 01 Totals:
e

UNIVERSITY OF THE PHILIPPINES

Journal Entry Reserve Ledger Report

Currency: PHP Period: MAR-2014 Page: 1 of 10

Book: UPD GENERAL [

unit: 01 depreciation expense charged to

Expense Account: 50501050 . .

Reserve Account: 10605041 _ o o a depreC|atlon expense account

Sib51% Deseription Tn Service Method Yr.mo cost T Cmount  bDepreciation ¥ Reserve percent for any accounting period. The

- 216-asdfaf 28-FEB-2014 STL 5.00 500.00 16.67 16.67 8.33 100.00 report lists all active (not yet

Responsibility Center - Totals: 500.00 16.67 16.67 8.33 retlred) Capltallzed assets as

Account 50501050/10605041 Totals: 500.00 16.67 16.67 8.33 well as any assets that yOU have

P P = i retired in the period's fiscal year.

The report is sorted by

Report Date: 01-0CT-2017 04:24

ggzi?ncgl:m gg;Em Period: MAR-2014 Page: 2 of 10 balanCIng Segment, expense
Unit: 02
Brpense Account: 50102070 and reserve accounts, and cost
)
Reserve Account: 10604061 |t . t t t I f r1
Respon Asset- Date Placed Deprn Life Depreciation Year-To-Date Depreciation Center' prln S O a S or eac
sibili Description In Service Method Yr.Mo Cost Amount Depreciation Reserve Percent
P P cost center, account, and
DI0201 265-HERITAGE ASSE 31-MAR-2014 STL 25.00 0.00 0.00 0.00 0.00 0.00 .
1001 L balancing segment.
Responsibility Center DI0201 Totals: 0.00 0.00 0.00 0.00

Generation of Trial Balances
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File Edit View Folder Tools Window Help Step 13. Select Depreciation
= r—— T = Run then click View Output.
YO GHBSP A NDEA LIPS 2 ?
] Refresh Data | [ Find Requests J | Submit a New Request... J
Request ID Parent
» Name Phase Status Parameters
3151398 |lournal Entry Reserve Led|3151390 _|Completed _|Normal \UPD GENERAL, 2023, MAR-Z =
) 3151395  |Depreciation Run| 3151390 |Completed  |Normal UPD GENERAL, MAR-2014, C
TSI51393  |Calculate Cains and Loss 3151390 [Completed  [Normal TOPD GENERAL
[3151390 [Depreciation Run Reques[ [Completed [Normal [140, 622
13151367  |lournal Entry Reserve Led|3151360  |Completed  [Normal UPD GENERAL, 2023, MAR-Z
3151365  |Depreciation Run 3151360  |Completed  |Normal IUPD GENERAL, MAR-2014,
13151362 |Calculate Gains and Loss [3151360  [Completed  [Normal UPD GENERAL
13151360  |Depreciation Run Reques | (Completed  |Normal 140, 622
13151353 |lournal Entry Reserve Led|3151347  |Completed  [Normal IUPD GENERAL, 2023, MAR-Z
3151351 |Depreciation Run 3151347  [Completed  |Normal UPD GENERAL, MAR-2014, C -
( Hold Request | View Details... I | View Output ﬁ
Cancel Request [ Diagnostics J | Yiew Log... ,J
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Depreciation:

00 http:/fuisdev...._id=3337405854 “\+

€ ) U | uisdev.up.edu.ph:8010/0A_CGI/FNI ¢  Q search wBa »

Depreciation Program Exception Report
1 assets processed
Do_dep routine completed

Program FADEPR completed successfully

der Tools Window Help
PRSP R NP LD )G 2
Refresh Data ‘ Find Requests ) \: Submit a New Request... '_I
Request ID Parent
Name Phase Status _Parameters
[3151398 Uournal Entry Reserve Led [3151390 Completed {Normal LIPD GENERAL, 2023, MAR-Z =
[3151395 \Depreciation Run [3151390 Completed [Normal UPD CENERAL, MAR-2014,
||[3151393 Calculate Gains and Loss 3151390 [Completed  [Normal [UPD GENERAL |
|3151330  |Depreciation Run Reques | Completed |Normal 140, 622
3151367 [lournal Entry Reserve Led 3151360  [Completed  |Normal UPD GENERAL, 2023, MAR-Z
‘3151365 ‘Depreciation Run [3151360 Completed [Normal UPD CENERAL, MAR-2014, C
3151362 Calculate Gains and Loss 3151360  [Completed  Normal [UPD GENERAL
‘3151360 ‘Depreciation Run Reques[ Completed [Normal 140, 622
3151353 [Journal Entry Reserve Led 3151347  [Completed  [Normal [UPD GENERAL, 2023, MAR-Z
13151351 |Depreciation Run 3151347  |Completed  |Normal UPD GENERAL, MAR-2014, C
Hold Request View Details... ) \ View Output
Cancel Request Diagnostics | ( View Log...

Generation of Trial Balances
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View the report through an
Internet browser.

Depreciation Run is a log file
generated by the system that
determines number of assets
processed and if the
depreciation run successfully.

Step 14. Select Calculate
Gains and Losses then click
View Output.
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View the report through an

o0 e | http:/fuisdev.u...p_id=566013344 »x \ + Internet browser

(7 | uisdev.up.edu.ph:8010/OA_CGI/FNDWRR.ex¢ c . Search w B ¥ A
= Calculate Gains and Losses is
a log file generated by the
system that determines if the

UNIVERSITY OF THE PHILIPPINES Retirements Execution Report CﬁlCUlatlon run SUCCGSSfU”y.
01/10/2017 04:23:53

At beginning of Calculate CGain/Loss program
Book: UPD GENERAL

Request ID: 3151393 Expected Results:
Number of successes: 0
Number of failures: 0

Program Calculate Cain/Loss completed successfully . Depreciation run and its
calculation of Gains and Losses
has been successfully
completed.

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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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:
iOM 1.0 Initial
04 October 2018 Julius Ermitanio 0 | Updated the description, steps,

screenshots, and format

1.2 Description

Process ID

Process Name Create Accounting for Assets

Functional Domain  Assets Module

Responsibility Fixed Assets Accountant

Purpose e Transfers the final journal entries in the current batch run to

General Ledger
e To be able to generate trial balance reports
Data Requirement  Accounting Period
Dependencies Run Depreciation before running Create Accounting

Scenario An Accounting Officer will run Create Accounting Program to post
the entries of Assets subledger to the General Ledger.

Generation of Trial Balances
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Step 1. Go to uis.up.edu.ph

/) UNIVERSITY OF THE PHILIPPINES
% Step 2. Log-in your credentials

(e.g. username and password)

“User Name

(xample: JRDELACRUZ)
“Password

(example: Rb3A4%%8c)

Step 3. From UIS Home Page
proceed to Main Menu and

) UNIVERSITY OF THE PHILIPPINES choose the Fixed Assets

/
Accountant > Create
£ Favorites v Logout Help Personalize Page Accounting

University Information System Home Page

[Mainmenu _________________ll Il woriist
o | Ful st |

= [ Fixed Assets Accountant, UPS From Type Subject Sent

| (2] Create Accounting | There are no notifications in this view.
H L] Inquiry ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
® [ Assets ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
& [ Mass Additions
& [ Mass Transactions
& [ production
# [ pepreciation
® O 1ax
® I Budget
o e PSR ST —
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e0e

Oracle Applications - Production Instance

File Edit View Folder Tools Window Help

PIADDHER LBPY51 2

Run this Request...

Copy...

Name Create Accounting - Assets

O Parameters

Book Type Code |UPS GENERAL
Process Category |

|End Date [31-JAN-2017 |
IAccounting Mode Final I4|

UPS GEMERAL ASSETS BOOK

Errors Only |No
Report {Detail

Transfer to General Ledger ’Yes

Post in General Ledger ’Yes

General Ledger Batch Name [

Include User Transaction Identifiers ‘No
4| | »

,(_Zancelfl Clear | " Help )

Generation of Trial Balances
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Step 4. Enter the parameters
then click Ok.

Set the Mode to Draft, should
you prefer to verify entries first
before posting to GL.

Please refer to the next page for
descriptions of the parameters.
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Field Name Description Remarks
Book Type Code Select an asset book Default Value depending on
the Unit
End Date End date of the accounting period Date

Format: DAY-MONTH-YEAR

Accounting Mode

Draft: Draft entries are not posted to
General Ledger. You can review the
resulting entries, update the transactions,
or update the accounting rules.

Final: Final entries are ready to be
transferred to General Ledger and cannot
be modified

List of Values (LOV)

Errors Only No Default Value
Report Detail Default Value
Transfer to General Yes Default Value
Ledger

Post in General Ledger | Yes Default Value

General Ledger Batch
Name

Accounting Officer may add the Batch
Name for this Accounting Program run

Alphanumeric
Optional

Include User
Transaction ldentifiers

No

Default Value

Generation of Trial Balances
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00 Oracle Applications - Production Instance Step 5. Click Submit
File Edit View Folder Tools Window Help
BP0 G388 P R I DER LD 5% 2

Run this Request...

Copy... |

Name {Create Accounting - Assets

Operating Unit [
Parameters [UPS GEMNERAL::31-JAN-2017:Final:No:Detail:Yes:Yes::No
Language [American English

I Language Setting... ] { Debug Options

At these Times...

Run the Job {As Soon as Possible |"A Schedule... AI
| d

Upon Completion...
v Save all Qutput Files

Layout [Create Accounting Program Report - Assets |: Options... |

Notify |

" Delivery Opts
Print to {noprint | Delivery Opts |

Cancel

[ Help@@
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Request submitted.
(Request ID = 4909708)

Submit another request?

Can

C Specific Requests
Request ID [

Name [
Date Submitted |

Date Completed

Status [
Phase [
Requestor [
[TInclude Reguest Set Stagzs in Query
Order By [Requesl ID v
Select the Number of Days to View: ‘ 7
{ Submit a New Request.., ) Clear | ]

00 Oracle Applications - Production Instance
File Edit View Folder Tools Window Help
B9 = P (e e | [ ?
(o] —lolx
© Find Requests _JOf x]
Rel
© My Completed Requests
RequestI| © In Brogress

Generation of Trial Balances
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Step 6. A decision window will
appear to submit another
request. Click No

Step 7. User will go back to the
Find Requests window.

Click Find.
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Refresh Data

Create Accounting - Asset

Find Requests

Completed

Submit a New Request...

UPD ASSETS BOOK, 140, 14

-

517672 Naormal
517669 Accounting Program |Completed  |Normal 200, 2023, 2014/02/28, D, N, Z
517667  |Create Accounting |Completed  |Normal 200, 200, Y, 2023, , 2014/0212
517655 |Posting: Single Ledger |Completed  |Normal 2023, 1000, 101, B10
517654 Journal Import |Completed  |Normal 128,602, N, , , N, N, ¥
Refresh Data Find Requests Submit a New Request...
o D P
517669 Accounting Program Completed Normal 200, 2023, 2014/02/28, D, N, z|=
517667 Create Accounting Completed  |Narmal 200, 200, Y, 2023, , 20140272
517655 Posting: Single Ledger |Completed }[Normal 2023, 1000, 101, 610
517654 Journal Import Completed  [Normal 128,802, N, , , N, N, Y
517653 Create Accounting Completed  [Normal 222, ,,2023,, N, ,, N, D,
517646 Accounting Program Completed HNormaI 222, 2023, 2014/02/28, D, M,
517645 Create Accounting Completed }[Normal 222,222, Y, 2023, , 2014/02/2
517643 Accounting Program Completed }[Normal 222, 2023, 2014/02/28, D, N,
517642 Create Accounting Completed ][Normal 222,222, Y, 2023, , 201470212
516838 Journal Import Completed Normal 103,-602, N, , , N, N, Y =
Hold Reqguest Yiew Details. .. View Output
Cancel Reguest Diagnostics View Log...
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Step 8. On Requests window,
the following program requests
will run
e Create Accounting, and
e Accounting Program.

Click Refresh Data until the
Phase is Completed and
Status, Normal.

Step 9. Once the Phase is
Completed and Status,
Normal, the accounting officer
may view the journal entries
posted.

Select the Create Accounting
request then click View Output.
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You have chosen to open:

Create_Accounting_180415.rtf

which is: Rich Text Format (51.6 KB)
from: http://gotoprodclone2.up.edu.ph

What should Firefox do with this file?

Doc Ref: FMIS User Manual - Generation of Trial Balances

Step 10. A dialog box will open
and report may be saved or
opened.

Click Ok.

..............................

() SaveFile

Generation of Trial Balances
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[] Do this automatically for files like this from now on.

OK

Cancel
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Sample Generate Report

ORACLE Subledger Accounting  Subledger Accounting Program Report  ReportDate  Apr 18, 2015

UP Diliman Page

Application Assets

Process Category
End Date Feb 28, 2014
Accounting Mode
Report Level
Errors Only No

Transfer to General Ledger
Post in General Ledger
General Ledger Baich Name

10f1

Generation of Trial Balances
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If you opted to open the report
without saving, view the report
through the Internet browser. If
you saved the report, this may
be opened through a document
viewer.

Note:

As a prerequisite to generate the
Pre-Closing Trial Balance report,
user must run the create
accounting with the parameters
Mode set to Final accounting
and Post in General Ledger set
to Yes.

Expected Result:

Create Accounting Program has
been submitted.

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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1. DOCUMENT CONTROL
1.1 Change Record

Date Author Version Change Reference:

21 September 2018 | Julius Ermitanio 1.0 Initial

1.2 Description

Process ID

Process Name Close Accounts Payable Accounting Period

Functional Domain  Accounts Payables Module

Responsibility Payables Accountant

Purpose e To close Accounting Period: Journal entry, posting, and
transaction entry are not allowed unless the accounting period is
reopened

e To generate final trial balance reports
Data Requirement  Accounting Period
Dependencies e All open transactions should be swept to the next open
accounting period
e Create Accounting was successfully run on the period to be
closed
Scenario An Accounting Officer will close the Accounts Payable Accounting
period

Generation of Trial Balances
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Step 1. Go to uis.up.edu.ph

/\‘ UNIVERSITY OF THE PHILIPPINES

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

“User Name

(xample: JRDELACRUZ)
“Password

(example: Rb3A4958c)

) UNIVERSITY OF THE PHILIPPINES Step 3. From UIS Home Page

2)

proceed to Main Menu and

choose the Payables

Logout Preferences Help Personalize Page Accountant > Accounting >
Control Payables Periods

University Information System Home Page

[ Full List |
[H U Fixed Accate Accountant 1D From Type Subject Sent
vables Accountant, UPS There are no notifications in this view.
4] yiew Payroll Process Results ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
® B3 pisbursement Voucher ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
3 [ paymen

=) [ Accounting
=2 Control Payables Periods
™

Subledger Accounting
# 5 workflow
(H O other
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File Edit Yiew Folder Tools Window Help

(PO FHVSP I RDDBDER LBIYE 2

© Control Payables Periods M = B
Ledger [UP Los Banos
Period Number
Fiscal Year
~ Pariod Status Pariod Name Start Date End Date
[ [Open ~|12 2017 |DEC-17 01-DEC-2017  [31-DEC-2017 =
|Open 11 [2017 [NOV-17 01-NOV-2017  [30-NOV-2017
|Open 10 [2017 |OCT-17 01-0CT-2017  [31-0CT-2017
' |Open 9 |2017 |SEP-17 01-SEP-2017  [30-SEP-2017
|Open 8  [2017 |AUG-17 01-AUG-2017  [31-AUG-2017 —
|Open 7 |2017 (uL-17 01-JJL-2017  |31-JUL-2017
|Open 6 |2017 [JUN-17 01-]JN-2017  [30-JUN-2017
' |Open 5 [2017 |MAY-17 01-MAY-2017  [31-MAY-2017
' |Open 4 |2017 |APR-17 01-APR-2017  [30-APR-2017
Exceptions
Open

Generation of Trial Balances
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Control Payables Periods will

appear
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© Control Payables Periods ™ =] E3
Ledger [UP Los Banos
Period Number
Fiscal Year

- Period Status Period Name Start Date End Date

Open 111 [2015 |NOV-15 01-NOV-2015  [30-NOV-2015 &
|Open 110 2015 |OCT-15 01-0CT-2015 |31-0CT-2015
|Open 9 2015 |SEP-15 01-SEP-2015  |30-SEP-2015
|Open 8  |2015 |AUG-15 01-AUG-2015  |31-AUG-2015
|Open 7 2015 |JuL-15 01-JUL-2015  [31-JUL-2015
| = [~ls 2015 [UN-15 01-JUN-2015  |30-JUN-2015
' [Never Opened 5 [2015 [MAY-15 01-MAY-2015  |31-MAY-2015
' [Never Opened 4 [2015 |APR-15 01-APR-2015  |30-APR-2015
' [Never Opened 3 [2015 |MAR-15 01-MAR-2015  |31-MAR-2015

Exceptions

Generation of Trial Balances
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Step 4. Select the period to be
closed then click the ellipses.
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File Edit View Folder Tools Window Help Step 5. Select Closed
(i%0 286D R IDEA LD )% 2 then click Ok.
2 ol
Ledger UP Los Banos
Period Number
Fiscal Year
Period Status Period Name Start Date End Date
Open 11 2015 NOY-15 01-NOY¥-2015  30-NOY¥-2015 | =
Open 10 2015 OCT-15 01-0CT-2015  31-0CT-2015
Open 9 |2015 [sep-15 01-5eP-2015 | 30- (R
Open 8 2015 AUG-15 01-AUG-2015  31-
Open 7 2015 JUL-15 01-JUL-2015
lm & 2015 JUM-15 01-JUN-2015
Never Opened 5 2015 MAY-15 01-MAY-2015
MNever Opened 4 2015 APR-15 01-APR-2015
MNever Opened 3 2015 MAR-15 01-MAR-2015
Exce
L
[f'Eind;J gancel}
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Generation of Trial Balances
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File Edit View Folder Tools Window Help Step 6. Click Save.
S O|&-8SP LN LD D5 2
© Control Payables Periods Expected Results:
Ledger UP Los Banos « Accounts Payables Accounting
] [ period has been closed.
_ * DV Originators will not be able
Fiscal Year to create Invoices on closed
Period Status ' v Period Name Start Date 'End Date accounting periods.
Open 11 |2015 |NOv-15 01-NOV-2015 |30-NOV-2015 A
Open 10 |2015 |OCT-15 01-0CT-2015  [31-0CT-2015 NOTE:
"Open 19 ”2015 ”SEP—IS 101—5EP—2015 ,SO_SEP—ZOIS If an error occurs, please refer to
‘Open 3 2015 |AUC-15 01-AUG-2015 31-AUC-2015 the Generate Period Close
Open 7 [2015 JuL-15 01-JUL-2015  [31-JUL-2015 Exception Report (AP) user
J Closed ~|6  [2015 JuN-15 01-JUN-2015  |30-JUN-2015 guide.
Never Opened 5 |2015 |MAY-15 01-MAY-2015  [31-MAY-2015
‘Never Opened 4 2015 |APR-15 01-APR-2015 30-APR-2015
Never Opened 3 [2015 |MAR-15 01-MAR-2015 [31-MAR-2015 . .

‘ ‘ DISCLAIMER: The screenshots in this document
are for illustration purposes only and may not be
the same as the final user interface.

Exceptions
Open
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1 DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:

21 September 2018 | Julius Ermitanio 1.0 Initial

1.2 Description

Process ID

Process Name Close Accounts Receivables Accounting Period

Functional Domain  Accounts Receivables Module

Responsibility Receivables Accountant

Purpose e To close Accounting Period: Journal entry, posting, and
transaction entry are not allowed unless the accounting period is
reopened

e To generate final trial balance reports
Data Requirement  Accounting Period

Dependencies e Remittance program has been successfully run
e Create Accounting has been successfully run
Scenario An Accounting Officer will close the Accounts Receivable

Accounting period

Generation of Trial Balances
File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0
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Step 1. Go to uis.up.edu.ph

> UNIVERSITY OF THE PHILIPPINES

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

“User Name

(xample: JRDELACRUZ)
“Password

(example: Rb3A4%%8c)

Step 3. From UIS Home Page
proceed to Main Menu and
choose the Receivables
Accountant > Control >

UNIVERSITY OF THE PHILIPPINES

Logout Preferences Help Personalize Page Accoun tlng > Open/Close
Periods
University Information System Home Page
Worklist
e [_Full List |
® O Fixed Assets Accountant, UPS From Type Subject Sent
0 There are no notifications in this view.
(= [ Receivables Accountant, UPS ¥"TIP Vacation Rules - Redirect or auto-respond to notifications.
™ 7 Transactions ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
@ [ Receipts
® I customers
# L Reports
[ [ Print Documents
=1 L Control
2 Concurrent
® [ Requests
= CJ Accounting
)
Recondiliation Report
Generation of Trial Balances 91
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File Edit Yiew Folder Tools Window Help

Receivables Open/ Close
Accounting Periods window

O OpenfClose Accounting Periods

Ledger [UP Los Banos

(%0 BE8SP X ODBEL LDO G2

will appear
M = B3

Latest Open Period |(OCT-17

Open Next Period

)

Accounting Periods

Status Number ‘i:’zasacral Name Start Date End Date
Jnot Opened = |12 |2017  |DEC-17 01-DEC-2017  [31-DEC-2017

Not Opened | |11 [2017  |NOv-17 01-NCV-2017  |20-NOV-2017

Open 10 [2017  |ocT-17 01-0CT-2017  [31-0CT-2017
|Open 9 [2017 | [sEP-17 01-SEP-2017  |30-SEP-2017
|Open 8 |z017  |auc-17 01-AUG-2017  |31-AUG-2017
|Open 7 2017 [uL-17 01-JUL-2017  |31-JUL-2017
|Open 6 [2017  [UN-17 01-JUN-2017  |30-JUN-2017

~—
—

[»

EEEEEEE

Generation of Trial Balances
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O OpenjClose Accounting Periods

Accounting Periods

~ Status
Open

| Open

| Open
Open
Open

=[]

0
MNot Opened

Ledger [UP Los Banos
Latest Open Period |(OCT-17

Number

WNEREEE

M [=] 3

Open MNext Period )
Fiscal
Year Name Start Date End Date []
2015 | |DEC-15 01-DEC-2015  [31-DEC-2015 | =~
2015 | [NOV-15 01-NOV-2015  [30-NOV-2015 |
2015 |OCT-15 01-0CT-2015  [31-0CT-2015 |
2015 [SEP-15 01-SEP-2015  [30-SEP-2015 |
2015 |AUG-15 01-AUG-2015  [31-AUG-2015 |
2015 | JuL-15 01-JUL-2015  [31-JuL-2015 | =
2015 [UN-15 01-JUN-2015  [30-JUN-2015 | o

Generation of Trial Balances
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Step 4. Select the period to be
closed then click the ellipses.

ces
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- .
Period Statuses % |

Find|%

Period Status

Mot Opened
QOpen

File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0
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Step 5. Select Closed
then click Ok.
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Step 6. Click Save.

File Edit Yiew Folder Tools

S VSP L IDPER LI YT

O OpenfClose Accounting Periods

Window Help

EA XA E

Ledger IUP Los Banos

Latest Open Period |OCT-17

Accounting Periods

Open Next Petiod

Status Number “f’:;ral MName Start Date End Date [1]

' |Open 12 [2015  |DEC-15 01-DEC-2015  [31-DEC-2015 | =~
Open 11 [2015  [NOV-15 01-NOV-2015  [30-NOV-2015 |
Open 10 [2015  |ocT-15 01-0CT-2015  [31-0CT-2015 |

|Open 9 [2015 | [sEP-15 01-SEP-2015  [30-SEP-2015 |

|Open & |z015  |auc-1s 01-AUG-2015  [31-AUG-2015 |
fciosea [~ |7 |e015  luL-1s 01-JUL-2015  [31-JUL-2015 | =

' [Not Opened 6 [2015  [JUN-15 01-JUN-2015  [30-JUN-2015 | o

Generation of Trial Balances
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© Note %]

\3 Flease wait . . . Checking for unposted items.

Step 7. The system will check
for the unposted Receivable
transactions items.

Click Ok.
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Oracle Applications - Production Instance

File Edit View Folder Tools

PO ISP

© OpenfClose Accounting Periods

Ledger

Window Help

UP System

Latest Open Period OCT-18

Accounting Periods

Status
Closed

Closed
Closed
Closed
—Closed ____
l Closed|
Closed

Number
12

11
10

9
8
7
&

Fiscal
Year

2015
2015
2015
2015
2015
2015
2015

D B

Name
DEC-15

NOY-15
OCT-15
SEP-15
AUG-15
JUL-15
JUN-15

2

Open Next Period

= [=] E3

Start Date
01-DEC-2015

01-NOV-2015
01-0CT-2015
01-SEP-2015
01-AUG-2015
01-JUL-2015
01-JUN-2015

End Date
31-DEC-2015

30-NOV-2015
31-0CT-2015
30-SEP-2015
31-AUG-2015
31-JUL-2015
30-JUN-2015

Manage Exceptions

|»

v

Open

Generation of Trial Balances
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The AR Accounting period will
be closed.

Expected Results:

* Accounts Receivables
Accounting period has been
closed.

* Accounting officers will not
be able to create AR
activities on the closed
accounting period.

NOTE:

If an error occurs, please refer to
the Generate Period Close
Exception Report (AP) user
guide.

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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1 DOCUMENT CONTROL

1.1 Change Record

Date
17 November 2016

04 October 2018

1.2 Description

Process ID
Process Name
Functional Domain
Responsibility
Purpose

Data Requirement
Dependencies

Scenario

Generation of Trial Balances

Author Version Change Reference:
James Bagtas 1.0 Initial
Julius Ermitanio 20 Updated the description, steps,

screenshots, and format

Create and Upload Adjusting Journal Entries in General Ledger

General Ledger Module

General Ledger Accountant

e Journal Wizard enables you to define and create journal entries
through formatted Excel spreadsheets on your desktop

e Will serve as preparatory activity for closing of General Ledger
period and generation of final trial balance reports

Ledger, Category, Source, Currency, Accounting Date

e Java Scripting must be enabled; Macros enabled; Refer to user
manual Changing Internet Scripting Settings

e Create Accounting has been successfully run for other modules

e Accounting periods of other modules have been closed

An Accounting Officer will create and upload Journal Entries by

batch prior to closing of GL period and generation of trial balance

reports.

File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0
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Note: Scripting and Macro Settings must be configured first.
Refer to user manual Changing Internet Scripting Settings

Step 1. Go to uis.up.edu.ph

UNIVERSITY OF THE PHILIPPINES

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

“User Name

(xample: JRDELACRUZ)
“Password

(example: Rb3A4%%8c)

Step 3. From UIS Home Page
UNIVERSITY OF THE PHILIPPINES proceed to Main Menu and
choose the Receivables
Accountant > Control >

82 Favorites v Logout Help P alize Pag; .
bl Accounting > Open/Close
University Information System Home Page PeriOds
Workist
" Full List |
HJ From Type Subject Sent

. xed Assets Accountan PS
= g

=) L] General Ledger Accountant, UPS

3 Enter

There are no notifications in this view.
¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

=]

0 noance
=l Launch Journal Wizard

k Mpo!

Generation of Trial Balances 99
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Step 4. Select Functional

Actuals — Single in the Layout
Journal Wizard field

m Navigator v @ Favorites ¥ Home Logout Diagnostics

Document Parameters

* Indicates required field
Viewer : Excel 2007

* Layout | Budgets - Multiple
| Budgets - Multiple
* Content |Budgets - Single
| Encumbrances - Multiple
| Encumbrances - Single -
| Foreign Actuals - Multiple Reset to Default Create Document

Foreign Actuals - Single

Diagnostics

= ACtLIZ
About this Page Privacy Statement Fun ional Actuals - Single Copyright (c) 2008, Oracle. All rights reserved

Step 5. Click Create Document

Journal Wizard

m Navigator v @ Favorites ¥ Home Logout Diagnostics

Document Parameters

* Indicates required field
Viewer : Excel 2007

* Layout lFunctionaI Actuals - Single |v

* Content l None

Select 3 Content to import data into your document, Creat

the amrangement of fiekds in your document,

Q
s
"

n empty document by selecting None,

_ Reset to Default I Create Document ||

Home Logout Diagnostics

About this Page Privacy Statement Copyright (c) 2008, Oracle. All rights reserved

Generation of Trial Balances 100
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______————_ ——— Step 6. A WebADI download

T menu will appear. Choose the
A file will be downloaded to your desktop. . . .
When prompted, choose to open the file and to enable macros. If no prompt appears, ensure your browser security settings allow files to be downloaded. Save File Optlon and click OK.

Return
Copyright 2005, Oracle Corporation. All rights reserved.

Opening WebADIxls X

You have chosen to open:
| WebADl.xls

which is: Microsoft Excel 97-2003 Worksheet (340 KB)
from: http://putotest01.up.edu.ph:28000

What should Firefox do with this file?

(O Openwith | Microsoft Excel (default) v

@ SaveFile

[] Do this automatically for files like this from now on.

Cancel

Generation of Trial Balances 101
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Step 7. Open the file from
Microsoft Excel, a window like
. this should appear.

Sheet! ®

Wait for the download window to

x complete.

Processing: Create Document.
‘our document s being created.
Do not close this window until processing completes.

Cancel

‘Copyright 2005, Oracle Corporation. Allrights reserved.

Generation of Trial Balances 102
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Dan|oad X Step 8. Once download is
completed, click Close.
Confirmation

Your document has been created.

Copyright 2005, Oracle Corporation. All rights reserved.
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Book! - Excel

Pagelayout  Formulas  Data  Review

A B C o E F G H | J K L
2 View Context View Header Viewtne |
3 Balance Type Actual
4 Database TAPATESTO1.UP.EDU.PH.PROD
5 Data Access Set UP System
6 Chart Of Accounts Accountng Flexfeld
7
8| Ledger
9 Category
10| Source

11|  Cumency
12|  Accounting Date

15 Lt -Text

A

Sheet! +

14 Upl Unit Fund Responsibility Center Authorizing Officer General Ledger1 General Ledger2 Object Codel Object Code2 Special Code Cash Flow Future

Credit

Signin

5] T dy D

ol
Delete Format Find &

Clear~ Select >

el Eating

Line Description ~ Messages

Text
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The spreadsheet for Journal
Entry Wizard should load and
look like this.

Generation of Trial Balances
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Insert Page Layout
& Cut Wingdings ~|9
! ER Copy ~
aste - u
~ Format Painter
Clipboard [ Font
B16 e fe

Formulas Data Review

Alignment

View

Q Tell me what you want to do

Number
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Conditional

Formatting

v

Insert

3{) Cut

Tahoma
: ER Copy ~
aste u
~ Format Painter
Clipboard ]
K19 v Je
A B C D E

Page Layout

Font

Formulas

Data Review View Add-ins

Alignment

Q Tell me what you want to do

Number

Book1 - Excel

Normal

Generation of Trial Balances
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Now, the spreadsheet is not yet
ready to be used as the window
is missing an Oracle Add-ins tab
and should appear like the next
figure.

Step 9. To make the Add-ins
tab appear, switch to another
Excel spreadsheet, i.e. Alt+Tab
to another open sheet. The tab
should now be fixed and you can
now enter journal entries.
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Chart Of Accounts

Ledger
Category
Source
Currency
Accounting Date

Upl Unit Fund Respon

* List - Text
= 01
Totals:

Tip: This is not the end of

Accounting Flexfield

View Context View Header View Line |
Balance Type Actual
Database TAPATESTO1.UP.EDU.PH.PROD
Data Access Set UP System
Chart Of Accounts Accounting Flexfield double-click cell
Ledger * List - To :t[] |
Category * List - TeXT
Source * List - Text
Currency * List - Text
Accounting Date * List - Date
View Context View Header View Line |
Balance Type Actual
Database TAPATESTO1.UP.EDU.PH.PROD
Data Access Set UP System

Search and select - Ledger

Search

Select a filter item in the Search By list and enter reduction criteria in the text field, then press

the Go button. To see a list of all items, clear the text field and press the Go button.

Search by |Ledgerj |°.“b

Results

Results table contains 1 items.

Select Item | Select Cancel »
Select Ledger

UP System

[so]

L Object Code2 Specia

Generation of Trial Balances
File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0

Doc Ref: FMIS User Manual - Generation of Trial Balances

Step 10. The Journal Entry
Wizard is just like the Java for
uploading manual journal
entries. Begin by entering the
Ledger. Do the same for
Category, Source, Currency
and Accounting Date.

You may double-click the Ledger
input cell and a window with
available options will appear.
Choose the desired/correct
value and click Select to
proceed.
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View Context View Header

View Line |

Balance Type
Database

Data Access Set
Chart Of Accounts

Ledger
Category
Source
Currency
Accounting Date

Actual

TAPATESTO01.UP.EDU.PH.PROD

UP System

Accounting Flexfield

* List -
* List
* List -
* List -
* List -

Text UP System

- Text Adjustment

Text Manual
Text PHP
Date

11/22/2016

Upl Unit Fund Responsibility Center Authorizing Officer General Ledgerl General Ledger2 Object Codel Object Code2 Special Code Cash Flow Future Debit

* List - Text
B 01 I
Totals:

Tip: This is not the end of the Template. Unprotect the sh

Enter Flexfield

Accounting Flexfield

Unit

Fund

Responsibility Center
Budget Segment
General Ledgerl
General Ledger2
Object Codel
Object Code2
Special Code

Cash Flow

Future

Copyright 2005, Oracle Corporation. Al rights reserved.

for — Q
[to1 Q
]
F 2
oo Q
- 2
F  a
o n
F  a
- Q
- Q

UP System
General Fund
Unspecified

Unspecified

[ —
Cancel Combinations ‘ Select ‘

Salaries and Wages - Regular

Select value
Unspecified
Unspecified
Unspecified
Unspecified

Unspecified

Cancel ‘ Combinations ‘ Select ‘

* Number

Sheetl [©)

Generation of Trial Balances
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The spreadsheet should now
look like this. Remember to
adjust Ledger, Category,
Currency and Accounting Date
accordingly.

Step 11. Filling out the account
combinations is the same as
filling out the previous cells, you
may double click on any cell on
the account combination row
and an Enter Flexfield window
will pop-out. (note: in some
cases, the Unit cell must be
manually specified for the Enter
Flexfield menu to appear)
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Upl Unit Fund Responsibility Center Authorizing Officer General Ledgerl General Ledger2 Object Codel Object Code2 Special Code Cash Flow Future D{

*

* List - Text

B 01 | .l

Totals:
Tip: This is not the end of the Template. Unprotect the sh

Enter Flexfield

Accounting Flexfield

(i) Information
This combination is valid.

Unit

Fund
Responsibility Center
Budget Segment
General Ledgerl
General Ledger2
Object Codel
Object Code2
Special Code
Cash Flow
Future

Copyright 2005, Oracle Corporation. All rights reserved.

01
101

50101010

UP System
General Fund

Unspecified

Unspecified

Salaries and Wages - Regular
Select value

Unspecified

Unspecified

Unspecified

Unspecified

Unspecified

X

Cancel Back I Select ]

cancel | [ Back || Select ]l

Clocosd

Generation of Trial Balances
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Step 12. Click on Select and
click on Select again to finalize
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pde Cash Flow Future Debit Credit
* Number * Number
- - 10000

10000

Line [
Text

10000

10000

Generation of Trial Balances
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Step 13. You may now enter the
Debit and Credit values for
each combination

Notice that it automatically sums

the DR and CR amounts at the
bottom
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View Context View Header View Line | Th e WO rkS h eet, befo re
Balance Type Actual .
Database TAPATESTO01.UP.EDU.PH.PROD
e uploading, should look
Chart Of Accounts Accounting Flexfield H H H
something like this
Ledger = List - Text UP System
Category * List - Text Adjustment
Source * List - Text Manual
Currency * List - Text PHP
Accounting Date * List - Date 11/22/2016
Upl Unit Fund Responsibility Center Authorizing Officer General Ledgerl General Ledger2 Object Codel Object Code2 Spedial Code Cash Flow Future Debit Credit Line Description
* List - Text * Number * Number Text
B 01 101 - - 50101010 - - - - - - 10000
B 01 101 - - 20101010 - - - - - - 10000
Totals: 10000 10000
Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

Step 14. To upload the entries,
click on Add-ins » Oracle »
File Home Insert Page Layout Formulas i Upload

Oracle~

Filters 4

List of Values

Upload

Monitor fe

Switch Responsibility
E F G H

About
2 VITY L UIILCAL View Header View Line |
3 Balance Type Actual
Generation of Trial Balances 110
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l;oulr’nals Upload X Step 15- The Journals Upload
window will appear

| Close | | upload | Note: Make sure to check

Upload P: T .
peadTaranetes Validate Before Upload

Al Rows and Import With Validation.

®) Flagged Rows

Validate Before Upload

Automatically Submit Journal Import

Journal Import be automatically submitted on successful completion of the upload

Rows to Upload

[ create Summary Journals

Journal Import will summarize all transactions that share the same account, period and
currency
[Jupload Unbalanced Journals

To import unbala ournals, you must define a suspense account for actual jo

eserve for encumbra
Do Not Import
mport With Validation

O Import Without Validation
Specify how Journal Import handle descriptive flexfields

Descriptive Flexfields

Close Upload

Copyright 2005, Oracle Corporation. All rights reserved.

Field Name Description Remarks
Rows All Rows — Uploads ALL journals Select Flagged Rows
Flagged Rows — Uploads only those with the FLAG sign
Validate Journal Import validates the entries to ensure that your Make sure that Validate
Before journals contain the appropriate accounting data Before Upload is
Upload checked.
Descriptive | Journal Import validates the entries to ensure that your Make sure that Import
Flexfields journals contain the appropriate accounting data With Validation is
checked.
Generation of Trial Balances 111
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Journals Upload X Step 16. Click Upload.

[ Close | | Upload I

 Upload Parameters

O All Rows
@® Flagged Rows
[v] validate Before Upload
[¥] Automatically Submit Journal Import
Journal Import will be automatically submitted on successful completion of the upload

[] Create Summary Journals

Journal Import will summarize all transactions that share the same account, period and
currency

[]Upload Unbalanced Journals

To import unbalanced journals, you must define a suspense account for actual journals and a
reserve for encumbrance account for encumbrance journals,

O Do Not Import
Descriptive Flexfields © Import With Validation

O Import Without Validation
Specify how Journal Import will handle descriptive flexfields

Rows to Upload

[ Close I [ Upload I
Copyright 2005, Oracle Corporation. All rights reserved.
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Step 17. Wait for the upload to
finish and click Close when
done. Remember to take note of
Processing: Upload the Request ID. You may also
Uploading the document now close the spreadsheet

Your document is being uploaded to the server. Press Cancel to stop this process.

Journals Upload X

Data on desktop sent
Records processed
Import program started

Copyright 2005, Oracle Corporation. All rights reserved.

Journals Upload % Colnfirdmation of successful

D e PIesEns

£ Confirmation Take note of Request ID.
Close

The upload process has completed successfully. Press Close to return to the document.

« 2 rows successfully uploaded.
« Journal Import Request ID 2345677

Close

Copyright 2005, Oracle Corporation. All rights reserved.
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University Information System Home Page

B Favorites v Logout Help Personalize Page

[# [ Fj
| = [ General Ledger Accountant, UPS |

0 7 Journals
® O pudgets
® O Inquiry

® O currency

{s

=l Notifications
& profile

Personalize

Workiist

| Full List |
From Type Subject Sent
There are no notifications in this view.
¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

Doc Ref: FMIS User Manual - Generation of Trial Balances

Step 18. To view the uploaded
Journals entries, on the Main
Menu, go to General Ledger
Accountant > Other >
Requests

Generation of Trial Balances
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O Find Requests

My Completed Requests
My Requests In Progress
Al My Requests

* Specific Requests

Request ID
Name

Date Submitted
Date Completed
Status

Phase

Requestor

Order By

2345677

[ Include Reguest Set Stages in Query
Request ID

Select the Number of Days to View:

Submit a New Request... ,.| Clear

Generation of Trial Balances

File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0

Doc Ref: FMIS User Manual - Generation of Trial Balances

Step 19. On the Find Requests
window, click on Specific
Requests and enter your
Request ID.

Then click Find.
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O Requests 1ol x| Step 20. Click on View Output.
Refresh Data l / Find Requests JI Submit a New Request... .-l
Request ID Parent
Name | Phase Status Parameters
3456?? Web ADI - Journal Import (. Completed MNormal 443, 1002, N, 2016/11/22, 2011 =
Hold Request / Yiew Details... ) View Output
Cancel Request / Diagnhostics ) View Log...
Generation of Trial Balances 116
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Oracle Applications Home Page X http://putotes..._id=1584791885 <  http://putotes..._id=2316846529 X  http://putote...bc&gv13=PROD X  Oracle Applications R12 X |

.

putotest01.up.edu.ph:8000/0OA_CC

RR.exe?temp_id=2316846529

l @ Putotest l @ PROD ‘ B myCredentials | oBoT ‘ [&) Enable Diagnostics in ... ‘ @ FNDWRR.exe ‘ & My Drive | My Files l M Credentials @ Ibanez Basses Pickups ...

UP System Journal Import Execution Report Date: 22-NOV-16 14:52
Concurrent Request ID: 2345677 Page: 1

Total Total Total Total Unbalanced Total Unbalanced Total Flex Total Non-Flex
Journal Entry Source Name Group Id Status Lines Batches Headers Batches Headers Errors Errors
Manual Success 2 1 1 0 0 0 0
**% TOTALS *** 2 1 1 0 0 0 0

Batches Created

Total Total Total Total
Warning Batch Name Period Name Lines Headers Accounted Debits Accounted Credits

|Manual n 2345677' NCOV-186 2 1 10000 10000

[ NN ] Oracle Applications - Production Instance

File Edit View Folder Tools Window Help

(B0 0588 P %D PR L2009 5% | 2

A Navigator - General Ledger Accountant, UPS ME

Functions | Documents

Journals:Enter

Enter journals
b —

- Journals (= Top Ten List

{* Encumprance

=l * Import ]

Generation of Trial Balances
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Step 21. It will produce a text file
which will open on your Internet
browser.

Look for your journals’ batch
name under Batch Name and
take note of it.

Step 22. To post the uploaded
Journal Entries, navigate to
Journals> Enter.
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S

Batch Status | Source

Review Journal

New Journal

Category Period

O Find Journals

Batch Name Journal Name

Batch [Manual A 2345677

Journal

Ledger

Source

Category
Status

Posting

Funds

Clear

Period

Currency
Control Total

Batch

Journal

MNew Batch MNew Journal

Currency Journal Debit

M [= B3

More |

| | Find )

Review Batch

MNew Batch

Post

Tax Batch

Reverse Batch

Approve

=Iolx Step 23. Find Journals menu
will appear. On the Batch field,
enter the journal batch’s name
then click Find.

Journal Credit

Reguery

AutoCopy...

Generation of Trial Balances
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© Enter Journals (UP System) -]o]x] Step 24. On the Enter Journals
i window, select the journal then
Batch Status | Source Category Period Batch Name Journal Name Currency Journal Debit Journal Credit CliCk on ReVieW Journal
B Manual Adjustment  |NOV-16  |Manual A 2345677 |Adjustment PHP PHP 10,000.00 10000.00 = -
4| >
( Review Journal I Review Batch ) Post Reverse Batch Reguery )
New Journal ‘ MNew Batch ) Tay Batch Approve AutoCopy... )
Generation of Trial Balances 119
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O Journals {(UP System) - Manual A 2345677
Journal
Description
UP System
NOV-16

Actual

Ledger

Period

Balance Type
Clearing Company

Lines | Other Infarmation

Journal Import 2345677

Conversion
Currency PHP
Category  Adjustment Date 22-NOV-2016
Effective Date 22-NOY-2016 Type User
Document Number 41272 Rate |1
Tax |Not Required
Caontrol Total I

Reverse

Date
Period
Method
Status

Switch Dr/Cr

Not Reversed

Line Account
1 01.101.-.-.20101010.-.- -.- -.-

2 01.101.--50101010.- .- - - - -

l

Debit (PHP) Credit (PHP) Description
10,000.00 Journal Import Created
10,000.00 Journal Import Created
10,000.00 10,000.00

»

Doc Ref: FMIS User Manual - Generation of Trial Balances

[0 The journal batch you have
entered can now be viewed
Expected Results:
» A new batch of journal entries
= is uploaded

|»

Acct Desc |UP System.General Fund.Unspecified. Unspecified. Accounts Payable. Select value. Unspecified. Unspecified. Unspecified. Unspecified. Unsp

Post

AutoCopy Batch...

‘ Approve

Line Drilldown

Check Funds

Reserve Funds

‘ Wiew Change Period...

T Accounts...

Change Currency...

* The journal batch can be
viewed on the Oracle Java app

DISCLAIMER: The screenshots in this document
are for illustration purposes only and may not be
the same as the final user interface.

Generation of Trial Balances
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1. DOCUMENT CONTROL

1.1 Change Record

Date

17 November 2016

04 October 2018

1.2 Description

Process ID
Process Name
Functional Domain
Responsibility
Purpose

Data Requirement

Dependencies

Scenario

Generation of Trial Balances

Author Version Change Reference:

James Bagtas 1.0 Initial

Updated the description, steps,

Julius Ermitanio 2.0 screenshots, and format

Post Journal Entry

General Ledger Module

General Ledger Accountant, General Ledger Manager
Posting a Journal entry to the general ledger

Period

Batch/ Journal Name

Batch Journal

Journal

Period

An Accounting Officer will review and post uploaded or created
Journal entries to General Ledger.

File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0
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| UNIVERSITY OF THE PHILIPPINES

7

“User Name

(xample: JRDELACRUZ)
“Password

(example: Rb3A4%%8c)

Logout Help Personalize Page

University Information System Home Page

Worklist

Full List

3 [ Fixed Assets Accountant, UP From Type Subject Sent

=] J General Ledger Manager, UPS There are no notifications in this view.
=) L Journals “TIP Vacation Rules - Redirect or auto-respond to notifications.

= Ente Y TIP Worklist Access - Specify which users can view and act upon your notifications.
= Launch Journal Wizard

® O Import

® [ pefine

® O Generate

# [ schedule

(# [J AutoAllocation

Generation of Trial Balances
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Step 1. Go to uis.up.edu.ph

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

Step 3. From UIS Home Page
proceed to Main Menu and
choose the General Ledger
Manager > Journals > Post

123



Doc Ref: FMIS User Manual - Generation of Trial Balances

= =Jolx The Post Journals window and
Find Journal Batches window
Total Entered will open.
Balance
Period Batch Type Debit Credit Control Total
D -~
0 © Find Journal Batches ™ [=] E3
O
0 Period Balance Type Any v
Batch
O
Total

O
0 Entered Debit

Entered Credit
O

Control
D v
Batch Informat Clear k
Post -
Batch Seaewr
Review Batch Post
Generation of Trial Balances 124
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© Find Journal Batches

Period DEC-14
Batch
Total
Entered Debit
Entered Credit

Control

Balance Type Any

Clear

Doc Ref: FMIS User Manual - Generation of Trial Balances

M [= 3

Find )

Field Name

Description

Remarks

Period

Accounting Period of the Journal

Date
Format: Month-Year

Batch

Name of the Journal Batch
Example: Batch Journal 001

Alphanumeric Field

Generation of Trial Balances
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Step 4. On the Find Journal
Batches window, enter the
Period or Batch Name of the
journal entry.

Then click Find button.
Note: You may enter only the

Period to view multiple journal
batches.

125



'O Post Journals {UPD)

Period
[ JUN-15

[ |DEC-14
[ |AUG-14
O JuL-14

O JuL-14

[ JUN-14
O MAY-14
O MAY-14
[ |APR-14

Total Entered

Balance
Batch Type Debit
CJE: JOURNALBATCHO002 Bu Budget 30000.00
X TEST BATCH Encumbra 30000.00
CJE: BUDGETJOURNALTESTX> Budget 1000.00
CJE: BUDGETJOURNALTESTX> Budget 400.00
CJE: JOURNALBATCHOOO01 Bu Budget 0.00
CJE: BUDGETJOURNALTESTX> Budget 600.00
Journal0001 25-JUN-2014 0 Actual 10000.00
CJE: BUDGETJOURNALTESTX> Budget 500.00
CJE: BUDGETJOURNALTESTX> Budget 4000.00

Batch Information
Post Status Fostable

Batch Status Requires funds reservation

Credit
30000.00

0.00
0.00
25000.00
0.00
10000.00
0.00
0.00

Review Batch (

M [= K3

Control Total

-

Generation of Trial Balances
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The search results will be

displayed in the Post Journals

window.
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Total Entered

Balance
Period Batch Type Debit Credit Control Total
v JUN=15 CJE: JOURNALBATCHO002Z Bu Budget 30000.00 30000.00
© Batch (UPD) = [= E3
Batch Status
Period [JUN-15 Balance Type Budget Posting Unposted
Description %: Budget Journal 1048581 Funds |Passed
Approval  NjA
Control Total (I |
Batch Totals Details
Debit Credit Created 25-JUN-2014
Entered 30000 30000 Posted
Accounted 30000 30000 Posted By
( Journals Autocopy Batch Check Funds Unreserve Funds Yiew Results
Post Reverse Batct Tax Batch Approve Change Period...

Generation of Trial Balances
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Step 5. Tick the checkbox of the
journal batch to post. The entire
row for the batch

journal will be highlighted in
blue.

Step 6. Click Review Batch to
review each Journal Batch
before posting.

The Batch window will open

displaying the details of the
batch journal selected.
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© Batch (UPD)

Batch Status
Period JUN-15 Balance Type Budget Posting
Description |%: Budget Journal 1048581 Funds
Approval

Control Total I 1

Batch Totals Details
Debit Credit Created
Entered 30000 30000 Fosted
Accounted 30000 30000 Posted By

Journals Check Funds
Post ‘ Reverse Batch Tax Batch Approve

Unposted
Passed
NfA

25-JUN-2014

View Results

Change Period...

© Journals (UPD) - CJE: JOURNALBATCHO002 Budget Jou 1048581: B

4

Journal |CJE: Budget PHP 1004 User 1 Conversion Reverse 2
Description |CJE:: 1048581 Currency |PHP Date
Ledger UPD Category Budget Date |25-JUN-2014 Period
Period JUN-15 Effective Date 30-JUN-2015 Type |User Method  Switch Dr/Cr <
Balance Type Budget Encumbrance Type ELDCET 0002 Rate 1 Status |Not Reversed
Clearing Company Tax |Not Required
Control Total [
Lines L Other Information
v
Line Account Debit (PHP) Credit (PHP) Description [1
10 |[02.101.-.-.10101010.-.-.-.-.-.- 30000.00 =
20 02.101.-.-.19999040.-.-.-.—.-.— 30000.00
30000.00 30000.00

Acct Desc  |UN.Py. DILIMAN. General Fund.Unspecified.Unspecified.Collecting Officer.Unspecified.Unspecified.Unspecified.Unspecified.Uns

>

Post

Check Funds

Unreserve Funds

Approve

Line Drilld

¥

Change Period...

T Accounts... |

Change Currency...

Generation of Trial Balances
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Step 7. Click Journals at the
lower left area of the Batch
window.

Step 8. Click T Accounts.
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rC)T Accounts (UPD2022({PHP): PHP) - Journal, CJE: Buciget PHP 1004 User 1

Line+ 10
Net Activity

Line+ 20
Net Activity

Total Net Activity For All Accc

02.101.-.-.10101010.-.-.-.-.-.-
Uy Py, DILIMAN. General Fund.Unspecified. Unspecified. Collecting Officer.Unspecified.Unspe
PHP PHA PHP PHP
| 30000.00 30000.00
| 3000000 3000000

02.101.-.-.19999040.-.-.-.-.-.-

Uy PYy. DILIMAN. General Fund.Unspecified.Unspecified. Asset Clearance.Unspecified. Unspec

PHP PHA PHP PHP
20000.00 20000.00|

—3000000_______ 2000000

= 3000000 = 30000.00

Options ‘ I Activity Summary

Doc Ref: FMIS User Manual - Generation of Trial Balances

The T Accounts window will
display the summary details for
the journal entries for reviewing.

Generation of Trial Balances
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00 Oracle Applications - Production Instance

File Edit View Folder Tools | Window JHelp

E%@[%@%@[ L IR LD D5 2

Cascade
Tile Horizontally
Tile Yertically

1 Nawvigator - General Ledger Super User, UPD

¢ 3 Find Journal Batches

" 4 Batch {UPD)

'S Journals {UPD) - CJE: JOURNALBATCHOOO02Z Budget Jou 1048581: B

O & T Accounts (UPD2022{PHP). PHP) - Journal, CJE: Budget PHP 1004 User 1

L

Generation of Trial Balances
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Step 9. On the menu bar at the
top of the window, click the
Window option.

Step 10. The Window dropdown
menu will appear. Select the
Post Journals option to return
to the Post Journals window.
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© Post Journals {UPD)

Total Entered

Doc Ref: FMIS User Manual - Generation of Trial Balances

Balance
Period Batch Type Debit Credit Control Total
¥ JUN-15  CJE JOURNALBATCHO002 Bu Budget 3000000 3000000
[ |DEC-14 XX TEST BATCH Encumbra| 30000.00 | |
[ |AUG-14 |CJE: BUDGETJOURNALTESTX> Budget | 1000.00 | 0.00]
[ JUL-14  |CJE: BUDGETJOURNALTEST)X> Budget | 400.00 | 0.00]
T [UL-14  |CJE: JOURNALBATCHO001 Bu Budget | 0.00| 25000.00 |
[0 [UN-14  |CJE: BUDGETJOURNALTESTX Budget | 600.00 | 0.00 |
[ MAY-14  |Journal0001 25-JUN-2014 0/Actual | 10000.00 | 10000.00 |
[ MAY-14 |CJE: BUDGETJOURNALTEST)> Budget | 500.00 | 0.00]
[ |APR-14  |CJE: BUDGETJOURNALTESTX Budget | 4000.00 0.00 |
Batch Information
Post Status [F‘ostable
Batch Status [Passed funds reservation
Review Batch ;j ( Post )

Generation of Trial Balances
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Step 11. On the Post Journals
window, click the “Post’ button
on the lower right area of

the window.
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© Note

D Your Posting concurrent request D is 1048677,

FRM-40400: Transaction complete: 1 records applied and saved.

Record: 1/1 [ | ... | List of Yalu... |

Doc Ref: FMIS User Manual - Generation of Trial Balances

| <0SC>

Generation of Trial Balances
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Step 12. Note window will open
with the Posting concurrent
request ID of the transaction.

Click “OK” button to close the
notification window.

A notification for the completed
transaction will appear at the
lower left of the application.

Expected Result:
* A Journal Entry/ Batch Journal

Entry has been posted to
General Ledger.

DISCLAIMER: The screenshots in this document
are for illustration purposes only and may not be
the same as the final user interface.

132
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1 DOCUMENT CONTROL

11 Change Record
Date

29 March 2017

04 October 2018

1.2 Description

Process ID
Process Name
Functional Domain
Responsibility
Purpose

Data Requirement

Dependencies

Scenario

Generation of Trial Balances

Author Version Change Reference:
Modified user guide to include
Kevin Basinilio 3.0 updated report name and
parameters

Updated the description, steps,

Julius Ermitanio 4.0 screenshots, and format

Generate Pre-Closing Trial Balance

General Ledger Module

General Ledger Accountant

To generate Pre-Closing Trial Balance reports

Fund

Statement Date

Posted Entries (Create Accounting has been run successfully in all
the modules)

An Accounting Officer has completely posted all the journal entries
to the General Ledger and will generate the Pre-Closing Trial
Balance. This report should be generate BEFORE running the
INCOME STATEMENT CLOSE.

File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0
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| UNIVERSITY OF THE PHILIPPINES Step 1. Go to uis.up.edu.ph

7

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

“User Name

(xample: JRDELACRUZ)
“Password

(example: Rb3A4%%8c)

UNIVERSITY OF THE PHILIPPINES Step 3. From UIS Home Page

proceed to Main Menu and
choose the General Ledger
£ Favorites v Logout Help Personalize Page Accountant > Other >
Requests > Run

University Information System Home Page

Mainmenu I workdist
== i e |

[ CJ Fj From Type Subject Sent
|d [ General Ledger Accountant, UPS | There are no notifications in this view.

T Journars ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

20 Budgets ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
® O Inquiry
® O currency

# T Reports
Other
& Requests

= Notifications
= profile

® O currency Setups

Generation of Trial Balances 135
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00 Oracle Applications - Production Instance Step 4. Select Single Request
File Ecit View Folder Tools Window Help then click Ok.
B 588 P B2 | 2
2] —Ix
Functions | Documents
Journals:
S
+ Journals 2
+ Budgets What type of request do you want to run?
& |+ Inquiry
+ Currency
=+ Reports to submit an individual request.
+ Other
4.‘ + Currency ORaguest Set
E This allows you to submit a pre-defined set of
& requests.,
-
-
( oK Cancel Vj
Open
Generation of Trial Balances 136
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[ NON ) Oracle Applications - Production Instance Step 5. In the Name field, enter
File Ecit View Folder Tools Window Help UP Pre-Closing Trial Balance,
HBHYo 0P R IPEw LDOD 5 ? and then press TAB button on
your keyboard.
Run this Request...
Copy... .J,I
Name IUP Pre-Closing Trial Balance F
Operating Unit |
Parameters [
Language ’American English
Language Setting... I { Debug Options
At these Times...
Run the Job ’As Soon as Possible \ Schedule... 7.
Upon Completion...
V! Save all Output Files
Layout |UP Pre-Closing Trial Balance | Options... )
Notify [ ———
Print to [noprint “MJ
 Help(@ | ( submit ||  cancel
Generation of Trial Balances 137
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00 Oracle Applications - Production Instance Step 6. Enter the parameters
File Edit View Folder Tools Window Help then CliCk Ok

BYo GRS P R NDER LIPS 2
|E = 3] 673

Run this Request...

Copy...

Name UP Pre-Closing Trial Balance

O Parameters

Fund
Show GL27 |No No
Period ADJ1-16

Certified Correct / Chief Accountant: |Sanchez, Ms. Susan 0]
4| »

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

F I

Parameters of Pre-Closing Trial Balance:

Field Name Description Remarks

Fund Fund (General Fund, Revolving Fund, Trust Fund, etc...) List of Values

Show GL2 | You may choose “No” to generate a trial balance with only List of Values
GL1s. If you want to see all the GL2s under that GL1, Default Value: No

choose “Yes”. GL2s that are not in accordance with the
standardization will be highlighted in RED after the report
has been generated.

Period Accounting Period Date
Format: Month-Year
Certified Authorized Signatory of the report Optional
Correct List of Values
Generation of Trial Balances 138
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[ NON | Oracle Applications - Production Instance Step 7. Click Submit
File Edit Yiew Folder Tools Window Help

BP0 B8P R DNDHER L2252

lof © submit Request [x]) x
Run this Request...

[ copy. |

Name [UF‘ Pre-Closing Trial Balance

l Operating Unit [
Parameters [:No:ADJl—lG:SanChez, Ms. Susan Cruzat

Language ’American English

( Language Setting... I [ Debug Options

At these Times...
Run the Job [As Soon as Possible | Schedule... )

Upon Completion...
V! Save all Output Files

Layout [UP Pre-Closing Trial Balance | Options... jl
Notify |

" Delivery Opts
Printto noprint | Delivery Opts |

Cancel |
A

[ Help@ | " Submit
-

Generation of Trial Balances 139
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Request submitted.
(Request ID = 4909708)

Submit another request?

00 Oracle Applications - Production Instance
File Edit View Folder Tools Window Help
B OO 5 &SP e e | I ?
(o] : S=ES
© Find Requests _JOf x]
Be My Completed Requests
Request | /My Requests In Progress
l C Specific Requests =
Request ID [
Name [
Date Submitted |
Date Completed ﬁ
Status [
Phase [
Requestor [
[TInclude Reguest Set Stagzs in Query =
Order By [Requesl ID v
Hal
Select the Number of Days to View: ‘ 7
Can
[ Submit a New Request.., ) Clear | ]

Generation of Trial Balances
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Step 8. A decision window will
appear to submit another
request. Click No.

Step 9. User will go back to the
Find Requests window.

Click Find.
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O Requests ™ [=] E3

Refresh Data ‘ Find Requests J Submit a New Request. .. )

Request ID Parent
Name Phase Status Parameters
l UP Pre-Closing Trial Balam Completed Mormal 279, 2033, 15692, 101, N, AD. =

3044270 UP Pre-Closing Trial Balam Completed Mormal 279, 2033, 15692, 101, M, AD.
3044245 UP Pre-Closing Trial Balam Completed Mormal 279, 2033, 15692, 101, M, AD.
3044228 UP Pre-Closing Trial Balam Completed Mormal 279, 2033, 15692, 101, M, AD.
3044088 UP Pre-Closing Trial Balam Completed MNormal 2683, 2040, 15692, 101, N, AD.
3044087 UP Pre-Closing Trial Balam Completed MNormal 2683, 2040, 15692, 101, N, AD. B
3044084 UP Pre-Closing Trial Balam Completed MNormal 2683, 2040, 15692, 101, N, AD.
3043961 UP Pre-Closing Trial Balam Completed MNormal 283, 2040, 15692, 101, N, AD.
3043240 UP Pre-Closing Trial Balam Completed Mormal 283, 2040, 15692, 101, N, AD.
3043150 UP Pre-Closing Trial Balam Completed Mormal 283, 2040, 15692, 101, N, AD. +

Hold Reguest View Details... ] Yiew Output )

Cancel Request Diagnostics View Log...

Generation of Trial Balances
File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0

Doc Ref: FMIS User Manual - Generation of Trial Balances

Step 10. Once the Phase is
Completed and Status,
Normal.

Select the UP Pre-Closing Trial
Balance request

then click View Output.
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LOS BANOS

Los Banos, Laguna. IV-A

TIN: 000-864-006-004

UP Pre-Closing Trial Balance

ALL FUNDS
As Of 2016/12/31

A gf .. UNIVERSITY OF THE PHILIPPINES
)
|

Particulars v :\Ccsogz’] ect Debit Credit
[Treasury/Agency Cash Accouats - Cash on Hand
Unspecified 1010100000 199.525.24
ICash - Collecting Officer
Unspecified 1010101000 43.355.978.04|
ICash in Bank - Local Cutrency. Current Accouat
Unspecified 1010202000 439.047.966.67|
1010202001 765.378.074.75|
1010202002 B
1010202003 626.792.505.74)
IC_;;}&) in Bank - Local Currency, Current Account - 1010202024 7200.00!
ICash in Bank - Local Cutrency. Savings Account
Unspecified 1010203000 105.243.946.02
1010203001 LR,
1010203002 2R
1010203003 SR
1010203004 34’580-83
1010203005 WEE
1010203006 1,137.030.51]
1010203007 HEERIEY
‘ash s Bank - T ocal Civency Time Denosits

Generation of Trial Balances

File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0

Doc Ref: FMIS User Manual - Generation of Trial Balances

On the Internet browser, the pdf
file of the Pre-Closing Trial
Balance will open.

You may download the report.

Expected Result:

Pre-Closing Trial Balance has
been generated.

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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Run Income Statement Close




Doc Ref: FMIS User Manual - Generation of Trial Balances

1 DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:
iOM 1.0 Initial
04 October 2018 Julius Ermitanio 0 | Updated the description, steps,

screenshots, and format

Generation of Trial Balances 144
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1.2 Description

Process ID
Process Name
Functional Domain
Responsibility
Purpose

Data Requirement

Dependencies

Scenario

Generation of Trial Balances

Doc Ref: FMIS User Manual - Generation of Trial Balances

Run Income Statement Close

General Ledger Module

General Ledger Accountant

The process creates a journal entry that shows the revenue and
expense account balances moved to the retained earnings account
Ledger

Period

Closing Account

Posted Journal Entries to GL (Create Accounting has been run
successfully in all modules.)

Closed accounting periods for all modules except the GL module.
This should be done AFTER generating the PRE-CLOSING TRIAL
BALANCE report.

An Accounting Officer run Income Statement Close, post the
generated closing journal entry then proceed to generation of the
post closing trial balance report.

Once this is done, closing of GL period may be performed.

File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0
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Step 1. Go to uis.up.edu.ph

/) UNIVERSITY OF THE PHILIPPINES

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

“User Name

(xample: JRDELACRUZ)
“Password

(example: Rb3A4%%8c)

> UNIVERSITY OF THE PHILIPPINES Step 3. From UIS Home Page

proceed to Main Menu and
choose the General Ledger
& Favorites v Logout Help Personalize Page Accountant> Accountant>
Other> Requests> Run

University Information System Home Page

Mainmenu I workdist
== i e |

[ CJ Fj From Type Subject Sent
|d [ General Ledger Accountant, UPS | There are no notifications in this view.

T Journars ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

20 Budgets ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
® O Inquiry
® O currency

# T Reports
Other
& Requests

= Notifications

= profile

® O currency Setups

Generation of Trial Balances 146
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00 Oracle Applications - Production Instance Step 4. Select Single Request
File Ecit View Folder Tools Window Help then click Ok.
B 588 P B2 | 2
2] —Ix
Functions | Documents
Journals:
S
+ Journals 2
+ Budgets What type of request do you want to run?
& |+ Inquiry
+ Currency
=+ Reports to submit an individual request.
+ Other
4.‘ + Currency ORaguest Set
E This allows you to submit a pre-defined set of
& requests.,
-
-
( oK Cancel Vj
Open
Generation of Trial Balances 147
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File Edit View Folder Tools Window Help Step 5. In the Name field, enter

(A N [ S & & R [ Al o Z @ 2 %
BYO 288 P R IDER L2252 Close Process - Create
Income Statement Closing

Run this Request... Journals
( Copy... VJI
' then press TAB button on your
Name {Close Process - Create Income Statement Closing Journals| F keyboard

Operating Unit |

Parameters [

Language {American English

] Language Setting... | [ Debug Options

At these Times...

Run the Job {As Soon as Possible l Schedule...

Upon Completion...
V! Save all Qutput Files

Layout { Options... -‘I
Notify |

[ Delivery Opts VJI

Print to {noprint

. Help (C) ( Submit Cancel VJ

Generation of Trial Balances 148
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Parameters of Close Process - Create Income Statement Closing Journals: Step 6. Enter the parameters.
Field Description Remarks
Ledger Constituent University Required field
Autofill
Period Period that will affect the Income sheet close Required field
Account Range that will include the closing of journals Required field
From List of Values
Account To Range that will include the closing of journals Required field
List of Values
Closing Transfers the balance, which is the net of the reversed Required field
Account asset, liability, and equity accounts, to the closing account
that you specify
Income Optionally, uses an income offset account, which results in Optional field
Offset the individual income statement account balances remaining
Account in their accounts. The process books the inverse balance of
the retained earnings account to the offset account.
Category Income Statement Close Required field
Autofill

Generation of Trial Balances
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Step 7. Enter Period

Ledger/Ledger Set {UP Los Banos
Period |DEC-16] -
i Account From |

Account To {

Closing Account ’

fl Income Offset Account ’

Category [lncome Statement Close Income Statement Close

4| | »

(oK | |cancel| [ Clear | [ Help |

. Step 8. Enter Account From
e el d Account To
= Unit 03 03 || x an u ’
Fund |- zz . .
Ledger/Ledger Set| L click on the ellipsis then enter
‘ esponsibility Center [— [zz
Fe Budget Segment |- zz range.
4 SEEOUIE AT General Ledgerl |- zz
Account To General Ledger2 |- | Ez Note: En’Fer - and zz as your
Closing Account Object Codel |- | S range to include all accounts
M Income Offset Account .
Object Code2 |- zz
CRCEERY Special Code |- zz ¢
»
Cash Flow |- zz
Future |- zz Clear Help
(oK || [cancel ) [ clear | [ Help
Generation of Trial Balances 150
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Step 9. Enter Closing Account.
You may leave blank the Income

k © Accounting Flexfield %]

Unit }03 UP Los Banos

File Edit View Folder Tools Window Help

— i Offset Account.
Ledger/Ledger Set UP L{ Fund |- Unspecified
Period DECH Responsibility Center \— Unspecified
Account From 03.-. Budget Segment |- Unspecified
Account To 03.z3 IGeneraI Ledgerl 30101010 Accumulated Surplus / Deficit I
Closing Account General Ledger2 |- Select value
Incormne Offset Account Object Codel l‘ Unspecified
Category Incor Object Code2 |- Unspecified
‘ Special Code \— Unspecified
Cash Flow |- Unspecified
Future || D
4 | »
( oK | Cancel ) ]'Combinations Clear ] ]' Help ]

Step 10. After entering

(o © 298P I R NIHER I LBAPDE 2

parameters click Ok

Run this Request...

Copy...

(\=THIClose Process — Create Income Statement Closing Journals

Operating Unit

Parameters
Language f O Parameters
Ledger/Ledger Set ‘UP Los Banos
At these Times... Period ‘DEC'IS
Run the Job 4 Account From ‘03 ....................
Account To [03.zz.zz.zz‘zz.zz.zz.zz.zz.zz‘zz
Upon Completion... Closing Account ‘03.-.-.-.30101010 ............
 Income Offset Account ‘
Layout Category Incnme Statement Close] E\Income Statement Close
Notify K1l [ »
Mrint to /
oK [Qancel ) [ Clear | | Help |
b Help (C) a3 ™ J
Generation of Trial Balances 151
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File Edit View Folder Tools Window Help

(22 o
= \é >

5980

ENHER LB S 2

)

Functions | [

Other:Report:{
Submit reques

+ Journd
+ Budgsg
& |t Ingquin
+ Curre
= + Repor
- Other
Req
Noti
Prof|

Se|
Al
+ Curre

o B A

© Submit Request

Run this Request...

Name
Operating Unit
Parameters

Language

At these Times...
Run the Job

Upon Completion...

Layout
Notify
Print to

. help@ )

Copy... |

[Close Process - Create Income Statement Closing Journals

UP Los Banos:DEC-16:03

[American English

Desug Options

[As Soon as Possible

VI Save all Qutput Files

[

[

[noprint

Schedule...

( Options...

Jelivery Opts |

Submit

Cancel .j

Generation of Trial Balances
File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0

Request sukmitted.
(Request ID = 4909708)

Submit another request?

Doc Ref: FMIS User Manual - Generation of Trial Balances

Step 11. Click Submit

Step 12. A decision window will

appear to submit another
request. Click No
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Oracle Applications - Production Instance

File Edit Yiew Folder Tools Window Help

. Specific Requests

Request ID
Name

Date Submitted
Date Completed
Status

Phase

Requestor

Order By

Select the Number of Days to Yiew: 7

["Include Reguest Set Stagas in Query

{Request ID

°]

Submit a New Kequest... VI,I

Clear

l

Find )

H O S P (D e e | [ ?
S TG
© Find Requests ™ [=] B3
Bel - My Completed Requests
Request | /My Requests In Progress

Generation of Trial Balances
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Step 13. User will go back to the

Find Requests window.

Click Find.
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Generation of Trial Balances

File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0

File Edit View Folder Tools Window Help Step 14. Click Refresh Data
(iP0 G EBSP R DR LD JG 2 Ut Phase Is Completed and
© Reguests =Tol atus, Normail.
\ Refresh Data ‘ [ Find Requests J Submit a New Request... )
Request ID Parent
v MName ~Ehasa Status Parameters
03164847  [Close Process - CreateIr | (Completed  Normal 2340, UP Los Bano2040(PHP ~-
U I I i i
I I I I I |
Il | | | | |
I I [ [ I [
U I I I I [
U I I I I |
I I | I I |
| | | | | [
| I [ [ I [ 2
\ Hold Request [ Yiew Details... )I View Output )
Cancel Request [ Diagnostics J Yiew Log... )I
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(PO THVESP LAANER LD % ?

© Reguests M= B

l Refresh Data ‘ { Find Requests ) | Submit a New Request... )

Request ID Parent
v Name Phase Status Parameters
|BEEE  [Close Process - Create I | Completed  |Normal 2040, UP Los Bano2040(PHP =

|
| | | | | |
| | | | | |

s s f s

File Edit View Folder Tools Window Help

I BR8P I RDD P  LD@ PG ?

Journals:Enter

Enter journals

_ -l Top Ten List

B Encumbrance
Defne =]

+
+
+ Cenerate
+
+
+

Schedule K
AutoAllocation h

[*s]
Reconciliation

F Launch Journal Wizard -
ﬂ + Budgets

+ Inquiry
+ Currency
+ Reports
- Other

[ P,

Generation of Trial Balances
File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0
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Step 15. Close the form

Step 16. On Java Applet,
navigate to Journals > Enter
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File Edit View Folder Tools Window Help Step 17. To search the Journal,
HYO I R8P R IDHER LD ? enter the parameters then click
o] =G0 Find.
:Batch Status | Source :kCategory Period Batch Name ::qurnal Name Currencxé‘ Journal Debit Journal Credit‘
. ~
© Find Journals M =13
Batch
Journal
Ledger
Category Currency
Status Control Total
IPosting unposted | Batch
Funds Journal
More ;‘
Clear 7“] New Batch / New Journal ‘ Find v
4 »
Review Journal Review Batch Post Reverse Batch Reguery
New Journal MNew Batch Tax Batch Approve AutoCopy...
Field Description Remarks
Period Period of Journal Date
Status — Posting Status of generated journal List of Values
Generation of Trial Balances 156
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File Edit View Folder Tools Window Help Step 18. Click Review Journal

(PO I ZEBEP R IR LB VE 2

O Enter Journals (UP Los Banos)

2|

Batch Status | Source Categor’ Period Batch Name lournal Name Currenc ournal Debit ournal Credit

Unposted Closing Journa Income Statem |DEC-16  |Income Statement Cl |Income Statement Cl| |PHP 9,424,228,142.25 (9,424,228,142.25 | =

v

( Review |ournal | [ Review Batch ) Post ‘ { Reverse Batch I Reguery -
( New Journal I [ New Batch /I Tax Batch { Approve ) [ AutoCopy..
Generation of Trial Balances 157
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HYO &5

BSP XDDER LD P Y

e
)

[ ?

© Journals {U

0s Banos) - Income Statement Clos

Income Statement Close: PHP

1 3164847,

q

9,424,228,142.25[ 9,424,228,142.25

Journal Conversion Reverse
Description Ilncome Statement Close: PHP Currency [F‘Hpi Date ’7
. Ledger UP Los Banos Category |Income Statement Cl Date |17-0OCT-2017 Period DEC-16
Period |DEC-16 Effective Date |31-DEC-2016 Type |User Method | Change Sign "
Balance Type |Actual Document Number Rate 1 Status Not Reversed
Clearing Company Tax |Not Required \“ABeVTA
Control Total [|T] ‘
Other Information
v
Line Account Debit (PHP) Credit (PHP) Description [1
W[ [_ [ 0.00[ 21,059.28 [Income Statement Close [— =
(20 [03.164.L802012001.-.40202010.002 | 33,300.00 33,800.00 Income Statement Close []
(30 [03.164.L802013001.-.40202010.002 | 92,875.00 92,875.00 Income Statement Close []
(40 [03.164.L802014001.-.40202010.002 | 10,065.00 10,065.00 Income Statement Close [] L
50 [03.164.L802015001.-.40202010.002 | 51,340.00 51,340.00 Income Statement Close []
[60 [03.164.L802016001.-.40202010.002 | 23,070.00 23,070.00 Income Statement Close []
(70 [03.164.L802017001.-.40202010.002 | 10,620.00 10,620.00 Income Statement Close []
(30 [03.164.L802018001.-.40202010.002 | 20,456.00 20,456.00 Income Statement Close []
|

»

Acct Desc [UP Los Banos.Revolving Fund.Unspecified.l

nspecified. Depreciation - Land Impr:

o.5elect value.Unspecified.Unspecified.Unspec

( Post

I

AutoCopy Batch...

I

(" Line Drilldown...

( Check Funds {

Reserve Funds {

Yiew Results I:

[

T Accounts...

Change Period...

| |

Change Currency... |

Generation of Trial Balances
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Step 19. Review details
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Eile Edit View Folder Tools Window Help Step 20. After reviewing, click
S BOP R DD ER ALDPIPE? Post
M [=] F3
= Journal Conversion Reverse
Description Income Statement Close: PHP Currency PHP Date
. ledger |IPlos Ranos Caregory Income Sratement Nate 17-0CT-2017 Period NFC-16
Period DEC-16 Effective Date 31-DEC-2016 Type User Method  Change Sign v
Balance Type Actual Document Number Rate 1 Status Not Reversed
Clearing Company Tax Not Required Reverse
Control Total 1 Joca [1]
Lines Other Information
Line Account Debit (PHP) Credit (PHP) Description [1
10 03.164.-.-.50501020.-.-.-.-.-.— 0.00 21,059.28 Income Statement Close =
20 03.164.LB02012001.-.40202010.002 33,800.00 33,800.00 Income Statement Close
30 03.164.LB02013001.-.40202010.002 92,875.00 92,875.00 Income Statement Close
40 03.164.LB02014001.-.40202010.002 10,065.00 10,065.00 Income Statement Close
50 03.164.LB02015001.-.40202010.002 51,340.00 51,340.00 Income Statement Close
60 03.164.LB02016001.-.40202010.002 23,070.00 23,070.00 Income Statement Close
70 103.164.LB02017001.-.40202010.002 10,620.00 10,620.00 Income Statement Close
80 03.164.LB02018001.-.40202010.002 20,456.00 20,456.00 Income Statement Close : -
9,424,228,142.25| 9,424,228,142.25
4 »
Acct Desc  UP Los Banos.Revolving Fund.Unspecified. Unspecified. Depreciation - Land Impro.Select value.Unspecified.Unspecified.Unspec
Post AutoCopy Batch... Approve Line Drilldown... T Accounts...
Check Funds Reserve Funds Yiew Results Change Period... Change Currency...

Step 21. A concurrent request
\3 Your concurrent request D is 3164865, will be created. Click Ok

Generation of Trial Balances 159
File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0



o0 e

Oracle Applications - UISDEV - Cloned from PROD 03-MAR-17 Backup

File Edit View Folder Tools Window Help

HZHYo I &%

VBSP € R LBDYPE 2

12

(18

Journal

Description
Ledger

Period

Balance Type
Clearing Company

Income Statement Close: PHP

© Journals {UP Los Banos) - Income Statement Close: 3164847, DEC-16, 17-0CT-17

Conversion

llnr:ome Statemant Clase: PHP

UP Los Banos
DEC-16

Actual

S

Category

Effective Date
Document Number
Tax

Control Total

Currency
Date
Type
Rate

Income Statement Cl

31-DEC-2016
MNot Required

PHP

17-0CT-2017
User
il

(9]

Reverse
Date
Period
Method
Status

DEC-.6
Change Sign '\

MNot Reversed

Reverse

File Edit Yiew Folder Tools Window Help

=

I:“g%@{@c;a@%@{ PR LBDDYG 2

™ [=] F3
‘Batch Status HSource HCategovy HPeviod HBatch Name HJournaI Name ‘ Currencﬂ Journal DebitH Journal Credit
O Find Journals ™ [= E3
Batch |
Journal [
Ledger
Source | Period DEC-16 I
Category Currency |
Statu Control Total
Posting |posted| F | Batch
Funds | Journal
\ More |
-
\ Clear | New Batch ‘ [ New Journal ‘ " Find )l v
4 >
Review Journal Review Batch Post Reverse Batch Requery
New Journal New Batch Tax Batch Approve AutoCopy...

Generation of Trial Balances
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Step 22. Close the form

Step 23. Search for the Journal,
enter the parameters
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(OO S P AP ER LRI ORI 2

O Enter Journals {UP Los Banos)

E

_lournal Name

HCurrg_nc(

Iourng_gg_bitlv

4]

Batch Status _ Source Categor eriod __ |Batct ame lour i
== Closing Journa [Balance Sheet 1[DEC-16  |Balance Sheet Close: |Ralance Sheet Close: [PHP  [15,649,950,491.2 [15,649,950,491.2 |:

| | | | [ [ | [ [

[ [ [ [ [ l [ l I

[ [ [ [ [ l [ l I

[ [ [ [ [ l \ [ I

[ [ [ [ [ l \ [ I

[ f | | i | | [ |

| | | | | | { { [

| | | | | [ | [ l

[ [ [ [ [ [ [ [ l

[ [ [ [ [ [ [ [ l

[ [ [ [ [ [ [ l l

[ [ [ [ [ l [ l I

[ [ [ [ [ l [ l l

[ [ [ [ [ l [ l I

[ [ [ [ [ l \ [ I

| |»

( Review Journal | { Review Batch )| Post { Reverse Batch Reguery
\ New Journal | [ New Batch Tax Batch [ Approve AutoCopy...

Generation of Trial Balances
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The Batch Status should be
Posted.
Expected Result:

Income Statement Closing
Journal entries has been posted.

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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1 DOCUMENT CONTROL

1.1 Change Record

Date

29 March 2017

04 October 2018

1.2 Description

Process ID
Process Name
Functional Domain
Responsibility
Purpose

Data Requirement

Dependencies

Scenario

Generation of Trial Balances

Author Version Change Reference:
Modified user guide to include
Kevin Basinilio 3.0 updated report name and
parameters.
Julius Ermitanio 40 Updated the description, steps,

screenshots, and format

Generate Post Closing Trial Balance

General Ledger Module

General Ledger Accountant

To generate Post-Closing Trial Balance report

Accounting Period

Completed pre-closing trial balance

Posted Income Statement Process

Posted the closing journal entry from running the Income Statement
Close

An Accounting Officer has completely posted and closed all the
subledgers and will generate the Post-Closing Trial Balance

File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0
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Step 1. Go to uis.up.edu.ph

/) UNIVERSITY OF THE PHILIPPINES
% Step 2. Log-in your credentials

(e.g. username and password)

“User Name

(xample: JRDELACRUZ)
“Password

(example: Rb3A4%%8c)

Step 3. From UIS Home Page
proceed to Main Menu and

UNIVERSITY OF THE PHILIPPINES choose the General Ledger

Accountant > Other >
£ Favorites v Logout Help Personalize Page Requests > Run

University Information System Home Page

Mainmenu I workdist
== i e |

[ CJ Fj From Type Subject Sent
|d [ General Ledger Accountant, UPS | There are no notifications in this view.

T Journars ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

20 Budgets ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
® O Inquiry
® O currency

# T Reports
Other
& Requests

= Notifications
= profile

® O currency Setups

Generation of Trial Balances 164
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00 Oracle Applications - Production Instance Step 4. Select Single Request
File Ecit View Folder Tools Window Help then click Ok.
B 588 P B2 | 2
2] —Ix
Functions | Documents
Journals:
S
+ Journals 2
+ Budgets What type of request do you want to run?
& |+ Inquiry
+ Currency
=+ Reports to submit an individual request.
+ Other
4.‘ + Currency ORaguest Set
E This allows you to submit a pre-defined set of
& requests.,
-
-
( oK Cancel Vj
Open
Generation of Trial Balances 165
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[ JON ) Oracle Applications - Production Instance
File Edit Yiew Folder Tools Window Help
HYO &8P I |42 [ ?

© Submit Reguest %]

Run this Request...

Operating Unit

At these Times...

Upon Completion...
V! Save all Output Files

Layout [UP Post-Closing Trial Balance

Notify |

Print to ’noprint

Help (C)

Copy...
Name ’UF‘ Post-Closing Trial Balance r
W
Parameters [
Language {American English
] Language Setting... I { Debug Options
Run the Job ’As Soon as Possible Schedule...

)

—_—

Options...

' Delivery Opts

( Submit

| |

Cancel

Generation of Trial Balances

File Ref: ITDC - FMIS - UM Generation of Trial Balances - 20181004 - v1.0
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Step 5. In the Name field, enter
UP Post-Closing Trial Balance,
and then press TAB button on
your keyboard.
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0@ Oracle Applications - Production Instance Step 6. Enter the parameters
File Edit Yiew Folder Tools Window Help then CliCk Ok
BHYol &E8EF 1 4 & ?
(o] x
Run this Request...
Copy...

Name UP Post-Closing Trial Balance

O Parameters

Fund
Show GL27 No No
Period DEC-16

Certified Correct / Chief Accountant: Banchez, Ms. Susan(:
4| >

oK Cancel _J Clear J‘\ Help ,-l
Parameters of Post Closing Trial Balance:
Field Name Description Remarks
Fund Fund (General Fund, Revolving Fund, Trust Fund, etc...) List of Values
Show GL2 | You may choose “No” to generate a trial balance with only List of Values
GL1s. If you want to see all the GL2s under that GL1, Default Value: No

choose “Yes”. GL2s that are not in accordance with the
standardization will be highlighted in RED after the report
has been generated.

Period Accounting Period Date
Format: Month-Year
Certified Authorized Signatory of the report Optional
Correct List of Values
Generation of Trial Balances 167
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00 Oracle Applications - Production Instance Step 7. Click Submit
File Edit View Folder Tools Window Help
HBHYO OE8ST D & | 2
Run this Request...
Copy...
Name [UP Post-Closing Trial Balance
Operating Unit [
Parameters [:No:DEC—lG:Sanchez, Ms, Susan Cruzat
Language [American English
I Language Setting... | { Debug Options
At these Times...
Run the Job {As Soon as Possible \"‘ Schedule... 'I
sy
Upon Completion...
VI Save all Qutput Files
Layout ’UP Post-Closing Trial Balance ‘: Options... |
Notify | J
r
Print to ’noprint “ —/De ivery Opts )
[ Helpc ( Submit Cancel |

Generation of Trial Balances 168
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Request submitted.
(Request ID = 4909708)

Submit another request?

00 Oracle Applications - Production Instance
File Edit View Folder Tools Window Help
B OO 5 &SP e e | I ?
(o] : S=ES
© Find Requests _JOf x]
Be My Completed Requests
Request | /My Requests In Progress
l C Specific Requests =
Request ID [
Name [
Date Submitted |
Date Completed ﬁ
Status [
Phase [
Requestor [
[TInclude Reguest Set Stagzs in Query =
Order By [Requesl ID v
Hal
Select the Number of Days to View: ‘ 7
Can
[ Submit a New Request.., ) Clear | ]
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Step 8. A decision window will
appear to submit another
request. Click No

Step 9. User will go back to the
Find Requests window.

Click Find.
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R R R EEEEEREBEEEEEDEBEEE——R—— Step 10. Click Refresh Data
Status, Normal

Request ID Parent
Select the UP Post-Closing

Trial Balance request

Status Parameters
UP Post-Closing Trial Bala 274, -, 2014/01/31 00:00:00,

UP Post-Closing Trial Bala L 274, 201401431 00:00:00, ,
UP Post-Closing Trial Bala , 274, 20140121 00:00:00, ,
UP Pre-Closing Trial Balan 274, 101, 2015/04/20 00:00:00
UP Pre-Closing Trial Balan 276, 101, 2015/04A17 EIIJ:IJU:EIEIH

then click View Output.

UP Liguidation Report 276, 17204, 8029, |,

UP Report of Dishursemen 276, 2015/01/01 00:00:00, 201
UP Report of Dishursemen 276, 2015/02/01 00:00:00, 201
Expense Report Export , SelfService, Y, , , 99999999,

|i 517164 UP Report of Disbursemen Completed Normal 276, 2015/02/01 00:00:00, 201 . |
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UP Diliman

Post-Clesing Trial Balance

All Fund

As of January 31,2014

Account .
Particulars Cod Debit Credit
Cash in Bank - Local Currency, Banko Sentral ng Plipinas 10102010 1,500.00 0.00
Cash in Bank - Lot Currency, Current Account 10102020 240000 000
Cash in Bank - Lot Currency, Savings Acoout! 10102030 0.00 4331250
Other Supples and Matersals for Distrioution 10402550 3,000.00 Q.00
Office Supplss Invemony 10404090 29.500.00 Q.00
Advances for Operatng Expenses 19501010 16,000.00 0.00
Accourss Payatie 20101030 0.00 18.200.00
Do o BIR 20201040 0.00 187 50
Accumulaled Surplus [Defiot) 30101020 9,300.00 0.00
TOTAL ©1,700.00 61.700.00

Cartfiod Cormect

Chie! Accountant
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On the Internet browser the pdf
file of the Post-Closing Trial
Balance will open.

You may download the report.

Expected Result:

Post Closing Trial Balance has
been generated.

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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Close General Ledger
Accounting Period
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1. DOCUMENT CONTROL
1.1 Change Record

Date Author Version Change Reference:

21 September 2018 Julius Ermitanio 1.0 Initial

1.2 Description

Process ID

Process Name Close General Ledger Accounting Period

Functional Domain  General Ledger Module

Responsibility General Ledger Manager

Purpose e To close Accounting Period: Journal entry, posting, and
transaction entry are not allowed unless the accounting period is
reopened

Data Requirement  Accounting Period

Dependencies o

Scenario An Accounting Officer will close the General Ledger Accounting

period
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/\‘ UNIVERSITY OF THE PHILIPPINES

“User Name

(xample: JRDELACRUZ)
“Password

(example: Rb3A4958c)

Doc Ref: FMIS User Manual - Generation of Trial Balances

Step 1. Go to uis.up.edu.ph

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

UNIVERSITY OF THE PHILIPPINES

University Information System Home Page

Step 3. From UIS Home Page
proceed to Main Menu and
choose the General Ledger
Manager > Setup >
Open/Close

Logout Preferences Help Personalize Page

From Type Subject Sent

There are no notifications in this view.

¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

@ ‘JM ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
=03 Currency

Other

B Oy Employee Self Service

Generation of Trial Balances
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File Edit View Folder Tools Window Help

B0 & 58P RXDPEAR LEBD D5 ?

2

Ledger

Accounting Period

Encumbrance Year

O Find Periods _[olx]
Ledger ISP -
Status | Any -|
Period |
Status Fiscal Years Period Numbers
From ’ From ‘

S o[

[]
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General Ledger Find Periods

window will appear
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File Edit View Folder Tools Window Help Step 4. Click Find button
HZHOYO &2V SP RODE AR LD 5 2
(S} ol
Ledger
Accounting Period Encumbrance Year
© Find Periods ™ = E3
PP Los Banos| -
Status ’Any v‘
Period |
Status Fiscal Years Period Numbers []
From From -
To To
o)
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Step 5. Select the period to be

File Edit View Folder Tools Window Help X .
closed then click the ellipses.

(PO IV SP R D DEA LBDDE 2

© Open and Close Periods (UP Los Banos) ™ [=] E3

Ledger [UP Los Banos

Accounting Period Encumbrance Year
Latest Open |DEC-17 Latest Open (2017
( Open Period ) Open Next Year J

Number Fiscal Year

Status Period From Date To Date [1]
(Open SEP-13 | 9[2013[01-5EP-2013  [30-SEP-2013 [ |2
(Open AUG-13 | 8[2013/01-AUG-2013  [31-AUG-2013 | |
(Open JUL-13 | 7[2013f01-juL-2013  [31-juL-2013 |
(Open JUN-13 | 6[2013/01-JUN-2013  [30-JUN-2013 | |
(Open MAY-13 | 5[2013/01-MAY-2013  [31-MAY-2013 | |
(Open APR-13 | 4[2013(01-APR-2013  [30-APR-2013 | |
(Open MAR-13 | 3[2013/01-MAR-2013  [31-MAR-2013 | |
(Open FEB-13 | 2|2013[01-FEB-2013  [28-FEB-2013 |
(Open - JAN-13 [ 1[2013[01-)AN-2013  [31-JAN-2013 | |+
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Step 6. Select Closed
then click Ok.

Find|%

PEn
Permanently Closecl

[ | 3
[ Find | Cancel |
” —
Moy rerre——r s
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File Edit View Folder Tools Window Help

© Open and Close Periods (UP Los Banos)

(LSOOG ESEP RDDE N LD Q5

Ledger ‘UP Los Banos

Accounting Period

Latest Open |DEC-17

Encumbrance Year

[ ?

Latest Open (2017

( Open Period Open Next Year
Number  Fiscal Year

Status Period From Date To Date

(Open ISEP-13 | 9[2013|01-5EP-2013  [30-5EP-2013

(Open AUG-13 | 8[2013[01-AUG-2013  [31-AUG-2013
(Open JUL-13 | 7[2013|01-JuL-2013  [31-JUL-2013

(Open JUN-13 | 6[2013[01-JUN-2013  [30-JUN-2013
(Open IMAY-13 | 5[2013|01-MAY-2013  [31-MAY-2013
(Open APR-13 | 4[2013[01-APR-2013  [30-APR-2013
(Open MAR-13 | 3[2013[01-MAR-2013  [31-MAR-2013
(Open FEB-13 | 2|2013|01-FEB-2013  [28-FEB-2013

[Closed - [JAN-13 | 1[2013[01-JAN-2013  [31-JAN-2013

[]
[
B
B
B
B
B
B
B
[ 5
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Step 7. Click Save.

Expected Result:

» General Ledger Accounting
period has been closed.

» Accounting officers will not
be able to create and post
journal entries on the closed
accounting period

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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