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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:
03 August 2018 Kezia C. Mercado 1.0 Initial
Generation of Billing Statement 4

File Ref: ITDC — FMIS — UM 10011 Generation of Utilities Billing Statement - 20180803 (v.1)



Doc Ref: FMIS User Manual — Generation of Utilities Billing Statement

2. Description

Manual ID UM 10011
Manual Name Generation of Utilities Billing Statement
Information System Financial Management Information System
Functional Domain  Accounts Receivables Module
Responsibility Receivables Billing
Purpose To generate a billing statement for utilities
Data Requirement Transaction Source
Transaction number (Bill No.)
Dependencies Completed transaction
Scenario The accounting office staff or billing officer will generate a utilities
billing statement for a customer or client.
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Step 1. Goto uis.up.edu.ph

77 UNIVERSITY OF THE PHILIPPINES

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

“User Name

(evample: JRDELACRUZ)
“Password

(eampl: Rb3Ad%gc)

Aboutthis Page
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| UNIVERSITY OF THE PHILIPPINES

University Information System Home Page

B Favorites v Logout Prefere

Logged In As KCMERCADO1

Chanmens |

Personalize

® [ application Diagnostics

® [ General Ledger Super User, UPM
® [ General Ledger Super User, UPS
[ [ payables DV, UPS

® [ payables Super User, UPC

[ [ payables Super User, UPS

® [ payables Super User, UPVT

(== v i
IEI [ Receivables Biling, UPS I

=L Transactions
[ patches

A Transactions Summary
[ credit Transactions

= Copy Transactions
3 U customers

B O view Receipts
® I Receivables Cash, UPC
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[from  [Type[Subject Sent ~

SYSADMIN HR | Travel Order has been forwarded for approval to Paje, Paulo Moe| 09-May-2018;
¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

Logout Preferences Help
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Step 3. From UIS Home Page
proceed to Main Menu and
choose the Receivables Billing
responsibility

then click the Other folder

then select Concurrent
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Step 4. Java application will

‘ launch with Security Warning,
& (( Tick the checkbox and click Run
. —_— ‘) Do you want to run this application?
b <

’ Iava ! Publisher: UNKNOWN

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

. b
. - Running this application may be a security risk
Risk: This application will run with unrestricted access which may put your computer and personal
I ] information at risk. The information provided is unreliable or unknown so it is recommended not to
run this application unless you are familiar with its source
More Information

Select the box below, then click Run to start the application
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File Edi

older Taols Actions Window Help

Shaow Navigatar ] £ g A9 H9H 7

ﬁ% Zoom Step 5. Click View on the
 Ein. Toolbar. Click Requests
Finc All Date 31-JUL-Z0
Query By Example ¥ GL Date
Recard » 4 Currency PHP

) Document Mum
Translations...

Aftachments Transaction

[ Carmple
SummanyDetail
Mai . Motes Cormmitrment = Reference Infarmation
Reguests .
(e ] 6 T
O Find Requests H
b L Step 6. Find Requests page

Cihly Completed Requests will appear. Click Submit a New
Ty Reguests In Progress Request

= Specific Reguests
Request D
MName
Date Submitted
Date Cormpleted
Status
Phase

Requestar

[nclude Reguest Set Stages in Cuery
Cirder BY Request 1D W

Select the Mumber of Days to Wiew: 7

| Submit a Mew Reguest... Jl Clear | Fin I
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1O Submit a Mew Reguest Step 7. Submit a New
Request page will appear. Click
What type of request do you want to run? Single Request then click OK
| = Single Request |

This allows you to submit an individual request.

' Request Set
This allows you to submit a pre-defined set of
reguests.

( (] Cancel /I
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D:E:l_lt:nmit!Eques:t Step 8. On the Name fle'd, click
Run this Request... the ellipsis (...) to search the UP
Copy... ) Utilities Billing Statement or
RETGEEL P Litilities Billing Statement]
[ illi 0,
Operating Unit You may type %Billing% then
Parameters [21:Abella, Mr. Paul Irah Carag: Science Research Specialist [Aala, Mr. Wilson Florendao: Un press the Tab button in the
Language |American English keyboard
Language Settings... | Debug Options
At these Times...
Run the Job |45 Soon As Possible Schedule. .
Upon Completion. ..
M Save all Qutput Files
Layout |UP Utilities Billing Statement Options... |
Matify
: - Delivery Opts
Print to  noprint |
Help () Subrmit | Cancel J
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Bill Murnber |
Source
Prepared hy
Position
Certified True and Correct

Pasition
1

Ok | Qancel)

Clear )

Help
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Step 9. The Parameter window
will appear

fill out the necessary details then
click OK

You will be redirected back to

the Submit Request window,
click the Submit button
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O Decision

Step 10. Click No button
@ Fequest submitted.
(Request 1D = 4710440)

suhmit another request?

O Find Requ

/My Cormpleted Reguests Step 11. Click Find button

0 © My Reguests In Progress

) Specific Requests
Reguest 1D
Mame
Date Submitted
Date Completed
Status
Phase

Requestor

[TInclude Request Set Stages in Query
Order By Request ID &

T

Select the Mumber of Days to View: 7

Submit a Mew Request. . J Clear

Generation of Billing Statement 13
File Ref: ITDC — FMIS — UM 10011 Generation of Utilities Billing Statement - 20180803 (v.1)



Doc Ref: FMIS User Manual — Generation of Utilities Billing Statement

Step 12. The Requests window

O Requests
will appear
Eefresh Data | [ Find Requests J Submit a Mew Reguest... J
Request ID Parent Click the Refresh Data button
I " o ey on the upper left side of the
I AT | L PHEE T ATt et . .
|| P Utilities Billing Stateme | Completed  |Narmal 278,21, , Abella, Mr. Paul Irah | window until the Phase
4710418 |UP Uhilities Billing Statere. Completed  |Normal 276, 21, , Abella, Mr. Paul Irah becomes Completed and
4710406 |UP Uilities Billing Stateme| Completed  Normal 280, 21, , Bayawa, Ms. Rebec Status, Normal
4710399 |UP Utilities Billing Stateme | Completed  |Narmal 280,29, , Bayawa, Ms. Rebec - _ _
4710388 [UP Utilities Billing Stateme | Completed  |Normal 280, 06, , Bayawa, Ms. Rebec then click View Output button.
4670477 |UP Report of Checks Issus| Completed | Normal 276, 20180701 000000, 201
( Hold Reguest [ Wiew Details... J “Wiew Cutput J
( Cancel Reguest [ Diagnostics J Wiew Lag. .. J
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Expected Result:

UNIVERSITY OF THE PHILIPPINES DISCLAIMER: The screenshots in this document
- SYSTEM are for illustration purposes only and may not be
Diliman. Quezon City. Metro the same as the final user interface.
Manila. NCR

TIN: 000-864-006-00000

ACCOUNTING OFFICE

Billed To: Dennis Umali Date: July 31, 2018

Address: College of Vetermary Medicine Bill No: 21
University of the Philippines
Los Bafios. Laguna

Due Date: March 28. 2016

This is to bill you for the ELECTRICITY & WATER consumption with details as follows:

Period Covered Prev. Reaumg Pres. Reanng Consumption Rate/kwh Amount
Water:
- 8 250 2.000.00
Electricity:
TOTAL 2,000.00

Note: Non-payment of the above is a violation of the Memorandum of Agreement thus constitute a ground
for cancellation and/or revocation of the lease agreement contained herein. Please disregard the previous
unpaid account if payment has already been made.

Prepared by: Certified True and Correct:
Abella, Mr. Paul Irah Carag Aala, Mr. Wilson Florendo
Science Research Specialist I University Research Associate II
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