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2. Description

Manual ID

Manual Name Assets Module Month-End Closing Process.
Information System Financial Management Information System
Functional Domain  Assets Module

Responsibility Fixed Assets Accountant/ Fixed Assets Manager

Purpose Guide for step-by-step procedure in closing the Assets period.
Data Requirement None

Dependencies None

Scenario

An accountant will close the assets period.

Assets Module Month-End Closing Process
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INTRODUCTION
This module for the Assets Module Month-End Closing Process seeks to provide

accountants with the steps to be taken to effect the closing of the assets period.
This manual includes the following topics:

. Prepare and Post Mass Addition

. Complete Manual Additions / Detailed Additions
« Complete Adjustments

« Complete Transfers

« Complete Retirements

« Run Depreciation

. Create Accounting

o Close Asset Period

Assets Module Month-End Closing Process 6
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1. DOCUMENT CONTROL

1.2 Change Record

Date Author Version Change Reference:
19 February 2024 Riza A. Nequias 1.0 Initial
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2. Description

Manual ID

Manual Name Prepare and Post Mass Addition
Information System Financial Management Information System
Functional Domain  Assets Module

Responsibility Fixed Assets Accountant
Purpose To add Assets from Disbursement Voucher transaction
Data Requirement Period for closing
Dependencies DV created, Account combination is correct, and Track as Asset
checkbox is ticked
Scenario An accountant will prepare and post mass addition.
Assets Module Month-End Closing Process 9
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Step 1. Goto
https://uis.up.edu.ph
Google
P Step 2. Log-in your UP Mail
Signin credentials (e.g. email and
Use your Google Account passwo rd)

[ Email or phone

Forgot email?

Not your computer? Use a Private Window to sign in.
Learn more

Create account

English (United States) ~ Help Privacy Terms

Assets Module Month-End Closing Process 10
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Or you may open your UP Mail
and go to the Google Workspace
and select UIS

UIS SIT SSO

ZIP Extrac...

Assets Module Month-End Closing Process 11
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PREPARE MASS ADDITION

Logged In As Step 3. On the UIS Homepage,
Navigate to Fixed Assets
Accountant Responsibility >
Mass Addition > Prepare Mass

University of the Philippines |

Home
Additions.
Navigator Worklist
Personalize AL SR
rY / (TT)
I 4 BB Fixed Assets Accountant, UPS From - Type -~ Subject - Sent ¥

[ Create Accounting

:I Print UP Property Accountability for
Propert Managers

» EW Inquiry
b Bm Assets

| A | ] Mass Additions |

| & Prepare Mass Additions |

[ Post Mass Additions
[ Delete Mass Additions

=| Additions Integrator

» Bm Mass Transactions

12
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© Find Mass Additions _]o]=] Step 4. 0n the Flnd Mass
ook | B Cueue Additions window, click the
Transaction Date Transaction Type el I | p S | S ~ 0n B 00 k fleld .
Invoice Number Invoice Line
Description Asset Key
Asset Number Category
Supplier Name Supplier Number
PO Number Source Batch
Project Number Task Number
Create Batch Create Date
Source System Invoice Date
Comments I 1
Group Asset
Employee Name Employee Number
Expense Account Location
Clear New Capitalize Adjust Find

Assets Module Month-End Closing Process 13
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Book Types X

FindUPS %

Book Code

UPS GENERAL
UPS REVOLVING
UPS TRUST

l

Book Name

UPS GEMERAL ASSETS BOOK
UPS REVOLVING ASSETS BOOK
UPS TRUST ASSETS BOOK

:' Eind ) Cancel |

Assets Module Month-End Closing Process
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Select a Book, click OK.
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Transaction Date
Invoice Number
Description
Asset Number
Supplier Name
PO Number
Project Number
Create Batch
Source System
Comments
Group Asset
Employee Name

Expense Account

Clear

Book UPS GENERAL Queue

Transaction Type
Invoice Line
Asset Key
Category
Supplier Number
Source Batch
Task Number
Create Date

Invoice Date

Employee Number

Location

New Capitalize Adjust

Find

x

Assets Module Month-End Closing Process
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Then click Find.
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© Mass Additions Summary | Step 5. Select Invoice.
=]
[Irmice Number ”Disu'ibution Line "Immice Line HQuene ||Descriptim Then click Open
> = . -- | — —
——— ) - —— ¢ —
- — _ _ -~ Py # —
' Wzozwzmus 1 |1 |NEW ITest Track Asseg’:
_ |-l0 - : L A0 -~
- |-0' - : ~o s el
- — EEL N F— ¢
‘l R I »
( Split Add to Asset... Merge. . Open
Assets Module Month-End Closing Process 16
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'O Mass Additions Step 6. Fill in the following field:
' NE E , . o
Book |UPS GENERAL .  Queve INEW On Queue field click the ellipsis.
Transaction Type [ Transaction Date | |
Invoice Number |2024-02-00415 Line Number |1 [
Category | Group Asset |
Employee Name | Employee Number |
Expense Account | Location |
Date in Service |28-FEB-2023 " Depreciate Cost |1,555.00
[—1&-: Asset Details  Depreciation
Supplier Name |SILICON VALLEY COMPUTER Supplier Number |23928
PO Number Source Batch |
Project Number Task Number |
Create Batch 10667805 Create Date |02-FEB-2024
Source System (ORACLE PAYABLES Invoice Date |02-FEB-2024
Clearing Account |01.101. SA03013001.-.19999040 - - - - - -
Comments
Assets Module Month-End Closing Process 17
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Queue Names x| Select Post then click OK.

Find|%

Queue Name
Delete

On Hold
Post

Eind | Cancel |

Assets Module Month-End Closing Process 18
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O Mass Additions

Transaction Type [

Book |UPS GENERAL

Invoice Number |2024-02-00415

Category | E
Employee Name |
Expense Account |
Date in Senice |28-FEB-2023 " Depreciate

Source Asset Details  Depreciation

Doc Ref: FMIS User Manual — Assets Module Month-End Closing Process

Queue POST

Transaction Date |
Line Number 1
Group Asset |

Employee Number |

Location |

Cost [1,555.00

Supplier Name
PO Number
Project Number
Create Batch
Source System
Clearing Account

Comments

SILICON VALLEY COMPUTER 1

10667805
ORACLE PAYABLES
01.101.5SA03013001.-.19999040 - - - - - -

Supplier Number

23928

Source Batch |
Task Number

Create Date

Invoice Date

02-FEB-2024
02-FEB-2024

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.

Step 7. On Category Flexfield
click the ellipsis.
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O Category Flexfield [X]

Major Assets Category =
Minor Assets Category

1

Combinations ‘

Clear

|I Cancel

Field Name

Description

Remarks

Major Assets Category

UACS Object Codes -List of
categories were based on
UACS Object Codes also
placed in the GL1 and Obj1
segments of the FMIS Chart of
Accounts

List of Values

Minor Assets Categry

UACS Object Sub-Codes - List of
categories were based on
UACS Object Sub-Codes also
placed in the GL2 and Obj2
segments of the FMIS Chart of
Accounts

List of Values

Assets Module Month-End Closing Process
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Fill in the following:

- on Major Assets
Category field select
category.

- on Minor Assets
Category field select
category.

Then click OK.
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field, click the ellipsis.

O Mass Additions =
Book |UPS GENERAL Queue POST
Transaction Type Transaction Date
Invoice Number |2024-02-00415 Line Number 1
Category |MACHINERY AND EQUIPMENT.ICT EQ Group Asset
Employee Name Employee Number
Expense Account | Location
Date in Service |28-FEB-2023 ¥ Depreciate Cost |1,555.00
Source Asset Details  Depreciation
Supplier Name |SILICON VALLEY COMPUTER 1 Supplier Number 23928
PO Number Source Batch
Project Number Task Number
Create Batch 10667805 Create Date |02-FEB-2024
Source System ORACLE PAYABLES Invoice Date |02-FEB-2024
Clearing Account 01.101.SA03013001.-.19999040 - - - - - -
Comments
Project Details Assignments... J Cancel | Done I
Unit =
Fund
Responsibility Center
Budget Segment
General Ledger1 50501050 Depreciation - Machinery and Equipment

Special
Cash

General Ledger2
Object Code1
Object Code2

Code

Flow

Future

I oK I [ Cancel ) Combinations [ Clear )

Help

Assets Module Month-End Closing Process

File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.

Enter the applicable account
combinations.

Then click OK.

Step 8. On Expense Account

21
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O Mass Adions = =B Step 8. On Location Flexfield
Book |UPS GENERAL Queue |POST field, click the ellipsis.
Transaction Type [ Transaction Date
Invaice Number |2024-02-00415 Line Number 1 )
Category [MACHINERY AND EQUIPMENT ICT EQ Group Asset |
Employee Name ‘ Employee Number ‘
Expense Account |01.101.5A03013001 - 50501050, - - - - - Location | E
Date in Senice |28-FEB-2023 v Depieciate Cost [1,555.00
T{ Asset Details  Depreciation
Supplier Name |SILICON VALLEY COMPUTER 1 Supplier Number 23928
PO Number Source Batch .
Project Number Task Number .
Create Batch |10667305 Create Date |02-FEB-2024
Source System |ORACLE PAYABLES Invoice Date |02-FEB-2024
Clearing Account |01.101.5A03013001.-.19999040 - .- - - - -
Comments

Project Details Assignments Cancel | Done

e . Enter the location combination.

Responsibility Center | j
Building | Then click OK.
Floor |
Room |
q IO ‘ v
[ OK I Cancel | Combinations Clear ] Help
Assets Module Month-End Closing Process 22
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O Mass Additions _]o]x] Step 9. On the Asset Details
Book |UPS GENERAL Queue [POST tab, tick the In Use box.

Transaction Type | Transaction Date | ’

Invoice Number |2024-02-00415 ' Line Number |1 (] Then click Done.

Category IMACHINERY AND EQUIPMENT ICT EQ Group Asset |

Employee Name \ Employee Number ‘
Expense Account |01.101.SA03013001 - 50501050 - - - - - Location |----

Date in Senice |28-FEB-2023 ¥ Depreciate Cost |1,555.00

Depreciation

Description Test Track Asset2

Asset Number |

Tag Number Asset Key
Serial Number | Units |1

Asset Type 'Capitalized Parent Asset |

Manufacturer | Model Number |
Lease Number | Warranty Number '

Lessor | ¥ In Physical Inventory

Property Type ' Ownership 'Owned v
Property Class | Bought ' >

Project Details

Assignments

Cancel

Done

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.
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T Statws of Queue wil change
2| from NEW to POST

Invoice Number Distribution Line Invoice Line Queue Description

| ¥

024-02-00415 1 1 POST Test Track Asset2 I

Split Add to Asset . Merge. .. ‘ Open ]

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

Back to Top

Assets Module Month-End Closing Process 24

File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.



University of the Philippines

Personalize

[ 4 B9 Fixed Assets Accountant, UPS |

[E Create Accounting

:I Print UP Property Accountability for
Propert Managers

» Bm Inquiry
b Bm Assets

[J [0 Mass Additions ]

= Prepare Mass Additions

l [E Post Mass Additions ]

[ Delete Mass Additions

=| Additions Integrator

Worklist

Er & oo
From - Type -~
De Los
Santos, Requisition
Arvin
Purio,
Mico PO Approval
Alfred

Sanchez,

Susan PO Approval
Sanchez,
Susan PO Approval
Pasco,

Cherie  Expenses
Anne

0
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Logged In As

Subject -

Purchase Request 11986
(66.62 PHP)

Standard Purchase Order
74 has been Withdrawn.

Standard Purchase Order
72, 0 has been Approved.

Standard Purchase Order
71, 0 has been Approved.

Expense SA-ER110699 for

Full List (19)

Sent ¥

15-Dec-2023

09-Oct-2023

11-Aug-2023

11-Aug-2023

Pasco, Cherie Anne (500.00 19-Jul-2023

PHP\

Assets Module Month-End Closing Process
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POST MASS ADDITION

Step 10. On the UIS Homepage,
Navigate to Fixed Assets
Accountant Responsibility >
Mass Addition > Post Mass
Additions.

25
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Step 11. On the Submit
Run this Request cony J Req uest Set, fill in the
_ ——— parameters of the following
Request Set |Post Mass Additions )
programs:
Program Operating Unit Stage Parameters Language - Mass Additions Post —
Mass Additions Post Mass Additions Post NLS ) |~ .
l Mass Additions Posting Re Mass Additions Post NLS ) SeIeCt a bOOkl then C“Ck
NLS OK .
NLS
NLS — .. .
r ' . - Mass Additions Posting
Options | Delivery Opts | F\;]eporlt_ T(%e:(e(:t a book,
' ' then clic :
Schedule Description )
As Soon As Possible Schedule )
Help(d) | ( sumt | Cancel
‘© Parameters [X]
Book ‘| ""

I oK I Cancel | Clear __,I Help J_,I

Assets Module Month-End Closing Process

26
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O Submit Request Set

Run this Request
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-

Copy
Request Set Post Mass Additions
Program Operating Unit Stage Saametars Language
Mass Additions Post Mass Additions F'ostIU PS GENERAL [ NLS )
l Mass Additions Posting Ref Mass Additions F'ostiIU PS GENERAL N
| (NS
| (" NLS
| (NS
. >
Options | | Delivery Opts
Schedule Description
As Soon As Possible : Schedule
Notifications
" Help(a) | | Submit | Cancel

O Note

o

——

Submitted request set. (Reguest ID = 10703114)

OK

Assets Module Month-End Closing Process

File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.

Step 12. Click Submit. A Note
will appear click OK.

27
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Step 13. Navigate through View
E > Request.
4 Yo Showhavigatr R (9 [0 IR el | L@ 25 2
Zoom
AR N \ccountant, UPS
Find
. Find All s
| Query By Example »
| Record »
Translations Top Ten List
Attachments
5
summary/Detail .
B tions .
L
& + Depreciation o
¥ |+ Tax [
+'l- + Budget
"o | |+ Physical Inventory
=]+ Setup
+ Other
+ Purge i
Create Accounting v
|| I | 3
_om )
Assets Module Month-End Closing Process 28
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O] -0 x Step 14. Click Find.
Refio i
O Find Requests
LlAuto R§ My Completed Requests t Set
My Requests In Progress
reauest < Al My Requests
I " Specific Requests =
Request ID
Name
Date Submitted
Date Completed
Status
Phase
Requestor
Include Request Set Stages in Query
Order By Request ID v :
Holg Select the Number of Days to View: | 7 ut
Submit a New Request ‘ [ Submit New Request Set Clear ‘
Canc 1 K)

Assets Module Month-End Closing Process 29
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Refresh Data ‘ ’ Find Requests ‘ Submit a New Request ‘ . Submit New Request Set |
[ Auto Refresh (X) Copy Single Request ‘ | Copy Reguest Set
Request ID Parent
_ Name Phase Status Parameters
I 10703119 Mass Additions Posting Re|10703114 Completed Normal UPS GENERAL =
10703117 Mass Additions Post 10703114  |Completed fNormal UPS GENERAL, NORMAL
10703114 Post Mass Additions (Repc Completed Normal 140, 46
Hold Request View Detailg ‘ Rerun Reguest ‘
Cancel Request Diagnostics | Reprint/Republish (J) J View Log (K)

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.

Step 15. Check the Phase and
Status of the report, click the
Refresh Data button until
Phase is Completed, and the
Status is Normal.

Then click the View Output of
the following:

- Mass Additions Post
- Mass Additions Posting
Report

30
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Expected Results

Mass Additions Post

UNIVERSITY OF THE PHILIPPINES Mass Additions Posting Execution Report 19/02/2024 14:53:28

Book: UPS GEMERAL
Request ID: 18783117
Number of successes: 1

Number of failures: @
Program Mass Additions Post completed successfully

Mass Additions Posting Report

UNIVERSITY OF THE PHILIPPINES Mass Additions Posting Report Report Date: 19-FEB-2024 14:53
Book: UPS GENERAL Page: 1 of 1
Request ID: 16703117

Transaction Type: Additions

Asset Asset
Description i Responsibili Account Cost Comments

SAB3013001

ITETESEET 172 Mo Es e DISCLAMER: The screenshots in
this document are for illustration
purposes only and may not be the
el (e Dl § same as the final user interface.

Report Total: 1,555.00

Back to Top
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1. DOCUMENT CONTROL

1.3 Change Record

Date Author Version Change Reference:
19 February 2024 Riza A. Nequias 1.0 Initial
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2. Description

Manual ID

Manual Name Complete Manual Additions / Detailed Additions
Information System Financial Management Information System
Functional Domain  Assets Module

Responsibility Fixed Assets Accountant

Purpose To add Assets not purchased but acquired during the period, and
other assets not tracked as Asset in DV and paid outside FMIS

Data Requirement Period for closing and asset details

Dependencies None
Scenario An accountant will add the remaining assets acquired for the period.
Assets Module Month-End Closing Process 34
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Step 1. Goto
https://uis.up.edu.ph
Google
P Step 2. Log-in your UP Mail
Signin credentials (e.g. email and
Use your Google Account passwo rd)

[ Email or phone

Forgot email?

Not your computer? Use a Private Window to sign in.
Learn more

Create account

English (United States) ~ Help Privacy Terms

Assets Module Month-End Closing Process 35
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Or you may open your UP Mail
and go to the Google Workspace
and select UIS

UIS SIT SSO

ZIP Extrac...

Assets Module Month-End Closing Process 36
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.



University of the Philippines

Doc Ref: FMIS User Manual — Assets Module Month-End Closing Process

| LoggedInAs|

Home
Navigator Worklist
Personalize Full List (19)
B & s+
l‘ E® Fixed Assets Accountant, UPS ] From - Type - Subject - Sent v Due -
[25] Create Accounting Delos Requisition Purchase Request 11986 (66.62 PHP) 15-Dec-2023
. Santos, Arvin
| Print UP Property Accountability for -
Propert Managers :FF:& Mico PO Approval S\ﬁﬂgg&rﬁumhase Order 74 has been 09-0ct-2023
» Bl Inquiry Sanchez, PO Approval Standard Purchase Order 72, 0 has been 11-Aug-2023
Susan Approved.
= Sanchez, PO Approval Standard Purchase Order 71, 0 has been 11-Aug-2023
|8 Asset Workbench Susan Approved.
= P E SA-ER110689 for P , Cheri
[@ Capitalize CIP Assets Chore pnne | EXPenSes A;‘Eg’ggom PHP) or Fasco, Lhere 19-Jul-2023  29-Jul-2023
|8 Set Extended Life De Leon, Expense SA-ER109700 for De Leon, Kim
> B b Kim Carlo Expenses Carlo (2,000.00 PHP) 12-Jul-2023  22-Jul-2023
Haintenance Accounts AP Invoice Approval Invoice 2023-07-00361 from Abe Marion P. 07-Jul-2023
» BB Insurance Payable PP Autea (2,000.00 PHP) requires your approval e
» B9 impairment Deleon,  pequisition Proj Proc Mgmt Plan 11968 (64,000 00 PHP)  16-Jun-2023

Assets Module Month-End Closing Process
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Step 3. On the UIS Homepage,
Navigate to Fixed Assets
Accountant Responsibility >
Asset > Asset Workbench.
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O Find Assels mE B Step 4. On the Find Assets
By Asset Detail window, click the ellipsis ~
Asset Number | Description on Book field.
Tag Number . Category I
Serial Number | Asset Key
Warranty Number . Asset Type ~
Status |
By Book
Book B Group Asset
Dates in Senice - [ Show Disabled Groups
By Assignment
Employee Name Employee Number
Expense Account Location

By Source Line

Supplier Name Supplier Number
Invoice Number Line Number
PO Number Source Batch
Project Number Task Number
By Lease

Lease Number Lessor

Description

Clear Additions QuickAdditions ‘ | Find |
Assets Module Month-End Closing Process 38
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Book Types X

FindUPS %

Book Code

UPS GENERAL
UPS REVOLVING
UPS TRUST

l

Book Name

UPS GEMERAL ASSETS BOOK
UPS REVOLVING ASSETS BOOK
UPS TRUST ASSETS BOOK

:' Eind ) Cancel |

Select a Book.

Click OK.

Assets Module Month-End Closing Process
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O Find Assets

By Asset Detail

Asset Number .
Tag Number
Serial Number

Warranty Number

Status .

By Book
Book
Dates in Senice

By Assignment

IUPS GENERAL

Employee Name .

Expense Account

By Source Line

Supplier Name .

Invoice Number

PO Number |
Project Number

By Lease

Lease Number .

Description

Clear

Description

Category
Asset Key

Asset Type

Group Asset |

Doc Ref: FMIS User Manual — Assets Module Month-End Closing Process

[ Show Disabled Groups

Employee Number

Location

Supplier Number
Line Number
Source Batch
Task Number

Lessor

Additions

QuickAdditions

| | Find |

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.

Then click Additions.



O Asset Details

Asset Number

Property No.
Serial Number
Asset Type
Parent Asset

Manufacturer

Warranty Number

Lease Number
Lessor

Property Type
Property Class

Commitment

Capitalized v

¥ In Use

v'In Physical Inventory

Source Lines

Doc Ref: FMIS User Manual — Assets Module Month-End Closing Process

Description I

Category

Asset Key

=

Units 1

Description

Model |

Description

Ownership | Owned
Bought |New

Investment Law

[ Continue |

Cancel

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.

Step 5. On Asset Details
window, fill in the following:

Asset Number
Property No.

Select Asset Type
Description
Category
o Major Asset
Category
o Minor Asset
Category

Asset Category
o Name of end-user
o Unit of Measure
Asset Key Flexfield

o Asset Key

o Status

o PAR No.
Property Type

Property Class
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O Asset Details

Asset Number '

Property No. |

Serial Number
Asset Type
Parent Asset

11012234546
‘Qgprirtglized -

Manufacturer ’

Warranty Number

Lease Number

Lessor

Property Type
Property Class

Commitment

¥ In Use

v'In Physical Inventory
PPersonal

1245

Source Lines

Description

Category
Asset Key
Units

Description

Doc Ref: FMIS User Manual — Assets Module Month-End Closing Process

Model |

Description

Ownership /7
Bought |I

Investment Law

>Printer

[MACHINERY AND EQUIPMENT
INONE -

1

Owned v

New v

M [=1 E

[rar]

Continue Cancel ]
; ;

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.

Step 6. Click Continue
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Asset Number

Reference Number

Step 7. Click the ellipsis on
Book field.

Select a Book.

Click OK.

Boukl ‘ = I Comments I
Financial Information
Current Cost YTD Depreciation 0.00
Book Types %]
Find|UPS %
Book Code Book Name
UPS GENERAL UPS GENERAL ASSETS BOOK
UPS REVOLVING UPS REVOLVING ASSETS BOOK
UPS TRUST UPS TRUST ASSETS BOOK
4 [
Eind | Gancel |
O Books M = B3
Asset Number Reference Number
Book| | - ] Comments 1
Financial Information
Current Cost YTD Depreciation 0.00
Original Cost Accumulated Depreciation 0.00
Salvage Value Type ~ Salvage Value Percent 0
Salvage Value Revaluation Ceiling
Recoverable Cost Revaluation Reserve
Net Book Value
Di iati Group Asset Short Fiscal Year Impairment
Method
Method [ Depreciate
Life Years Date in Service
Months Prorate Convention
Prorate Date
Bonus Rule Amortization Start Date
Depreciation Limit [ Amortize NBV over Remaining Life
Type > Ceiling
Limit Amount
Percent %

I Continue II

Cancel

Then click Continue.

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.
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O Books CIoL Once done selecting a Book,
Asset Number | Reference Number [ other fields will automatically fill
Book |UPS GENERAL Comments | il 1 in.
Financial Information - .
Current Cost YTD Depreciation 0.00
Original Cost ( Accumulated Depreciation ' 0.00
Salvage Value Type |Percent v Salvage Value Percent 10 %
Salvage Value | 0.00 Revaluation Ceiling ,
Recoverable Cost | 0.00 Revaluation Reserve

Net Book Value

Group Asset Short Fiscal Year Impairment

Method |STL ¥ Depreciate
Life Years |5 Date in Senice |28-FEB-2023
Months [0 Prorate Convention (UP_PRORATE
Prorate Date |01-MAR-2023
Bonas Ruighl Amortization Start Date |
Depreciation Limit Amortize NBV over Remaining Life
Type | - Ceiling |
Limit Amount \
Percent \ I %
( Continue | { Cancel J,|
Assets Module Month-End Closing Process 44
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O Books

Asset Number

Financial Information _
Current Cost

Original Cost
Salvage Value Type 'Percent
Salvage Value v
Recoverable Cost |
Net Book Value |

Book |UPS GENERAL

Group Asset Short Fiscal Year

15000|

0.00
0.00

Impairment

Reference Number v

Comments

YTD Depreciation

Accumulated Depreciation
Salvage Value Percent
Revaluation Ceiling

Revaluation Reserve

10 %

0.00
0.00

Method |STL
Life Years |5

Months \07

Bonus Rule

Depreciation Limit

Type
Limit Amount
Percent

%

¥ Depreciate
Date in Semvice
Prorate Convention
Prorate Date
Amortization Start Date

28-FEB-2023

UP_PRORATE

01-MAR-2023

[ Amortize NBV over Remaining Life

Ceiling

| Continue | Cancel

Assets Module Month-End Closing Process
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Step 8. On the Current Cost
field, enter the asset cost.

Click Continue.
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O Assignments

Asset Number

Reference Number

Doc Ref: FMIS User Manual — Assets Module Month-End Closing Process

Book |(UPS GENERAL Transfer Date |28-FEB-2023
Comments |
Distribution Set Unit of Measure
Total Units |1 Units to Assign |1 it
Unit Employee
i Expense Account Location

=10]%]

Assets Module Month-End Closing Process

File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.

' Daone | '

Cancel

4

Step 9. On the Assignment
window will appear, fill in the
following:

- Comments

- Unit Change — quantity of
assets to be assigned.

- Units - asset quantity

- Employee Name

- Expense Account

- Location
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O Assignments

Unit
Change

[ |

Asset Number
Book |UPS GENERAL

Comments
Distribution Set bt
Total Units |1
Employee
Units  Name Number
1 Dela Cruz, Mr. Juan 100029889

Reference Number
Transfer Date

Unit of Measure
Units to Assign

Expense Account

01.101.SA03013001_-.50501050.- -

28-FEB-2023

Location

Doc Ref: FMIS User Manual — Assets Module Month-End Closing Process

M = E3

Done

Cancel

|»

1]

\3 APP-OFA-48266: Transaction saved for asset numbe
Reference numbers: 12795, 12796

9395.

Assets Module Month-End Closing Process
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Step 9. Click Done.

A Note will appear, take note of

the Asset Number.

Click OK.
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O Mass Additions

Book |UPS GENERAL Queue |POST
Transaction Type \ Transaction Date \
Invoice Number |2024-02-00415 ' Line Number |1 [
Category IMACHINERY AND EQUIPMENT ICT EQ Group Asset |
Employee Name \ Employee Number ‘
Expense Account |01.101.SA03013001 - 50501050 - - - - - Location |----
Date in Senice |28-FEB-2023 ¥ Depreciate Cost |1,555.00
' Depreciation
Asset Number | Description Test Track Asset2
Tag Number ’ Asset Key |
Serial Number | Units |1
Asset Type 'Capitalized Parent Asset |
Manufacturer | Model Number |
Lease Number | Warranty Number '
Lessor | ¥ In Physical Inventory
Property Type - Ownership 'Owned -
Property Class | Bought ' >
Project Details Assignments Cancel Done

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.

Step 9. On the Asset Details
tab, tick the In Use box.

Click Done.
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'O Assets
=)

Asset Number Description Tag Number ‘Ceﬂegory

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

Senal Number Asset Key

Doc Ref: FMIS User Manual — Assets Module Month-End Closing Process

mER A new Asset has been added to
the Asset list.

|»

| [

| Additions | ' QuickAdditions | Source Lines

»

DISCLAMER: The screenshots in

Books ) this document are for illustration

| Assignments | Retirements | Financial Inquiry

- ) purposes only and may not be the

same as the final user interface.

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.

Back to Top
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1. DOCUMENT CONTROL

1.4 Change Record

Date Author Version Change Reference:
19 February 2024 Riza A. Nequias 1.0 Initial
Assets Module Month-End Closing Process 51

File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.



2. Description

Manual 1D

Manual Name
Information System
Functional Domain

Responsibility
Purpose

Data Requirement
Dependencies
Scenario

Doc Ref: FMIS User Manual — Assets Module Month-End Closing Process

Complete Adjustment

Financial Management Information System

Assets Module

Fixed Assets Accountant

To update and apply necessary adjustments before closing the
period.

Details of adjustment and period for closing

Created assets

An accountant will adjust the asset details.

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.
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Step 1. Goto
https://uis.up.edu.ph
Google
P Step 2. Log-in your UP Mail
Signin credentials (e.g. email and
Use your Google Account passwo rd)

[ Email or phone

Forgot email?

Not your computer? Use a Private Window to sign in.
Learn more

Create account

English (United States) ~ Help Privacy Terms

Assets Module Month-End Closing Process 53
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.



Doc Ref: FMIS User Manual — Assets Module Month-End Closing Process

Or you may open your UP Mail
and go to the Google Workspace
and select UIS

UIS SIT SSO

ZIP Extrac...

Assets Module Month-End Closing Process 54
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.



University of the Philippines
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| LoggedInAs|

Home
Navigator Worklist
Personalize Full List (19)
B & s+
l‘ E® Fixed Assets Accountant, UPS ] From - Type - Subject - Sent v Due -
[25] Create Accounting Delos Requisition Purchase Request 11986 (66.62 PHP) 15-Dec-2023
. Santos, Arvin
| Print UP Property Accountability for -
Propert Managers :FF:& Mico PO Approval S\ﬁﬂgg&rﬁumhase Order 74 has been 09-0ct-2023
» Bl Inquiry Sanchez, PO Approval Standard Purchase Order 72, 0 has been 11-Aug-2023
Susan Approved.
= Sanchez, PO Approval Standard Purchase Order 71, 0 has been 11-Aug-2023
|8 Asset Workbench Susan Approved.
= P E SA-ER110689 for P , Cheri
[@ Capitalize CIP Assets Chore pnne | EXPenSes A;‘Eg’ggom PHP) or Fasco, Lhere 19-Jul-2023  29-Jul-2023
|8 Set Extended Life De Leon, Expense SA-ER109700 for De Leon, Kim
> B b Kim Carlo Expenses Carlo (2,000.00 PHP) 12-Jul-2023  22-Jul-2023
Haintenance Accounts AP Invoice Approval Invoice 2023-07-00361 from Abe Marion P. 07-Jul-2023
» BB Insurance Payable PP Autea (2,000.00 PHP) requires your approval e
» B9 impairment Deleon,  pequisition Proj Proc Mgmt Plan 11968 (64,000 00 PHP)  16-Jun-2023

Assets Module Month-End Closing Process

File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.

Step 3. On the UIS Homepage,
Navigate to Fixed Assets
Accountant Responsibility >
Asset > Asset Workbench.
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O Find Assels mE B Step 4. On the Find Assets
By Asset Detail window, click the ellipsis ~
Asset Number | Description on Book field.
Tag Number . Category I
Serial Number | Asset Key
Warranty Number . Asset Type ~
Status |
By Book
Book B Group Asset
Dates in Senice - [ Show Disabled Groups
By Assignment
Employee Name Employee Number
Expense Account Location

By Source Line

Supplier Name Supplier Number
Invoice Number Line Number
PO Number Source Batch
Project Number Task Number
By Lease

Lease Number Lessor

Description

Clear Additions QuickAdditions ‘ | Find |
Assets Module Month-End Closing Process 56
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Book Types X

FindUPS %

Book Code

UPS GENERAL
UPS REVOLVING
UPS TRUST

l

Book Name

UPS GEMERAL ASSETS BOOK
UPS REVOLVING ASSETS BOOK
UPS TRUST ASSETS BOOK

:' Eind ) Cancel |

Select a Book.

Click OK.

Assets Module Month-End Closing Process

File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.
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'O Find Assels o = E Step 5. Click Find.
By Asset Detail
Asset Number | Description |
Tag Number . Category | [
Serial Number | Asset Key |
Warranty Number . Asset Type | ~
Status |
By Book
Book UPS GENERAL Group Asset | =
Dates in Senvice | - [/ Show Disabled Groups
By Assignment
Employee Name . Employee Number |
Expense Account . Location |

By Source Line

Supplier Name . Supplier Number |
Invoice Number Line Number |
PO Number Source Batch |
Project Number Task Number |
By Lease

Lease Number Lessor |

Description

Clear Additions QuickAdditions Find
Assets Module Month-End Closing Process 58
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File Edit View Folder Tools Window Help Step 6. Select the assets for
HPO rBOP LD E I LDIYPR 2 adjustments.
- O X
3|
Asset Number Description .Tag Number | Category Senial Number .Assel Key

|»

You may choose from the
following:

- Open —to update the
asset details.

- Books —to update
the details in the
Books window.

@oes  Pame  MACHNERYANDEQUPMENT 1012234545 NONE- .
1| »

Additions ‘ QuickAdditions ‘ Source Lines | l Books I
Assignments ‘ Retirements ‘ Financial Inquiry | I Open I

Assets Module Month-End Closing Process 59
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Erz‘i‘%»@.::%l&@ ¢ R LD @P5 2

- Oix

Asset Number 9395

Property No.
Serial Number |1012234546
Asset Type | Capitalized -

Parent Asset

Manufacturer

Warranty Number

Lease Number
Lessor
M n Use

M In Physical Inventory

A-wmw“—dmmhhbhhhhhmf

Property Type
Property Class

Commitment

View Subcomponents

Description |Printer

Category |MACHINERY AND EQUIPMENT

Asset Key |NONE -
Units |1

Description

Model

Description

Ownership | Owned
Bought | New

Investment Law

(_Dre )

Cancel

[|rar]

Assets Module Month-End Closing Process

File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.

If the Open button is chosen,
the Asset Details window will
appear.

Enter necessary updates.

Click Save icon and Done.
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O Books

Asset Number 9395

Reference Number

Recoverable Cost
Net Book Value

Depreciation Group Asset

Book I\ o I Comments
Financial Information
Current Cost YTD Depreciation
Onginal Cost Accumulated Depreciation
Salvage Value Type - Salvage Value Percent
Salvage Value Revaluation Ceiling

Revaluation Reserve

Short Fiscal Year Impairment

0.00
0.00

Method
Method
Life Years .
Months .

Bonus Rule
Depreciation Limit
Type
Limit Amount
Percent

[ Depreciate
Date in Senvice
Prorate Convention
Prorate Date
Amortization Start Date
" Amortize Adjustment

- Ceiling

Done

Cancel

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.

If the Books button is chosen,
the Books window will appear.

Select a book by clicking ellipsis
on Book field.
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Book Types X

Find UPS %

Book Code

UPS GENERAL
UPS REVOLVING
UPS TRUST

]

Book Name

UPS GENERAL ASSETS BOOK
UPS REVOLVING ASSETS BOOK
UPS TRUST ASSETS BOOK

Eind | Cancel |

Select a Book.

Click OK.

Assets Module Month-End Closing Process

File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.
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Eile Edit View Folder Tools Window Help
2eO[Bl-88® ¢ B LDOP5% 2
= M [=] £

Asset Number 9395

© Books _]o] x|

Reference Number

Book |UPS GENERAL Comments i n
Financial Information
Current Cost hS‘UUU.OO YTD Depreciation 0.00
Original Cost 15,000.00 Accumulated Depreciation 0.00
Salvage Value Type |Percent v Salvage Value Percent 10 %
Salvage Value 1,500.00 Revaluation Ceiling
Recoverable Cost 13,500.00 Revaluation Reserve 0.00
Net Book Value 15,000.00
Depreciation Group Asset Short Fiscal Year Impairment
Method
Method STL ¥ Depreciate
Life Years |5 Date in Senice |23AFEBA2023
Months 0 Prorate Convention |UF'_F'RORATE
Prorate Date |01-MAR-2023
Bonus Rule ‘ Amortization Start Date |
. Depreciation Limit | Amortize Adjustment
Type | - Ceiling |
Limit Amount ‘
Percent ‘ %
Unplanned Depreciation | | Done | Cancel

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.

Go to the Current Cost field for
the other details to appear.

Enter necessary updates.

Then click Save icon and Done.

Back to Top
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1. DOCUMENT CONTROL

1.5 Change Record

Date Author Version Change Reference:
19 February 2024 Riza A. Nequias 1.0 Initial
Assets Module Month-End Closing Process 65

File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.



2. Description

Manual 1D

Manual Name
Information System
Functional Domain

Responsibility
Purpose

Data Requirement
Dependencies
Scenario

Doc Ref: FMIS User Manual — Assets Module Month-End Closing Process

Complete Transfer

Financial Management Information System

Assets Module

Fixed Assets Controller

To complete the Asset transfer before closing the period
Period for closing

Created Assets

An SPMO will complete the asset transfer

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.
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Step 1. Goto
https://uis.up.edu.ph
Google
P Step 2. Log-in your UP Mail
Signin credentials (e.g. email and
Use your Google Account passwo rd)

[ Email or phone

Forgot email?

Not your computer? Use a Private Window to sign in.
Learn more

Create account

English (United States) ~ Help Privacy Terms

Assets Module Month-End Closing Process 67
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Or you may open your UP Mail
and go to the Google Workspace
and select UIS

UIS SIT SSO

ZIP Extrac...

Assets Module Month-End Closing Process 68
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Step 3. On the UIS Homepage,
Navigate to Fixed Assets
Controller Responsibility >
Asset > Asset Workbench.

{E} Logged In As

University of the Philippines

Home
Navigator Worklist
Personalize Full List (19)
E & v
[A [ Fixed Assets Controller, UPS ] From .~ Type - Subject - Sentv [
j Print UP Property Accountability for
Propert Managers
» Bm inquiry
[4 09 Assets]

(&8 Asset Workbench

[&] capitalize CIP Assets
)
[52 set Extended Life
» B Maintenance

» Bm Insurance

» BB impairment

69
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O Find Assels mE B Step 4. On the Find Assets
By Asset Detail window, click the ellipsis ~
Asset Number | Description on Book field.
Tag Number . Category I
Serial Number | Asset Key
Warranty Number . Asset Type ~
Status |
By Book
Book B Group Asset
Dates in Senice - [ Show Disabled Groups
By Assignment
Employee Name Employee Number
Expense Account Location

By Source Line

Supplier Name Supplier Number
Invoice Number Line Number
PO Number Source Batch
Project Number Task Number
By Lease

Lease Number Lessor

Description

Clear Additions QuickAdditions ‘ | Find |
Assets Module Month-End Closing Process 70
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Book Types X

FindUPS %

Book Code

UPS GENERAL
UPS REVOLVING
UPS TRUST

l

Book Name

UPS GEMERAL ASSETS BOOK
UPS REVOLVING ASSETS BOOK
UPS TRUST ASSETS BOOK

:' Eind ) Cancel |

Select a Book.

Click OK.

Assets Module Month-End Closing Process

File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.
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'O Find Assets o &= K Step 5. Click Find.
By Asset Detail
Asset Number . Description |
Tag Number . Category | [ 1
Serial Number | Asset Key |
Warranty Number . Asset Type | ~
Status |
By Book
Book UPS GENERAL Group Asset | =
Dates in Senvice | [/ Show Disabled Groups
By Assignment
Employee Name Employee Number |
Expense Account Location |
By Source Line
Supplier Name . Supplier Number |
Invoice Number . Line Number |
PO Number | Source Batch |
Project Number . Task Number |
By Lease
Lease Number | Lessor |
Description .
Clear Additions QuickAdditions Find
Assets Module Month-End Closing Process 72
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E§| =10/%] Step 6. Select an asset.

|Assel Number Description Tag Number ||Category HSeriaI Number Asset Key |

Click Assignments.

[ Additions | [ QuickAdditions | [ Source Lines | 4 Books ;j
I Assignments I ) Retirements | ) Financial Inquiry | [ Open )
Assets Module Month-End Closing Process 73
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g; YO0l 88P ¢ DL LEPY5 2 Step 7. Assignhments window
SEIES will appear.
g Ofssigments _____________________________________________________mEn
Enter necessary updates.
Asset Number (9395 Reference Number
Book |UPS GENERAL Transfer Date |[28-FEB-2023 . .
ook ranster Date Then click Save icon and Done.
Comments
Distribution Set v Unit of Measure
Total Units |1 Units to Assign |0 (I
You can transfer assets between
g:it ! Ngmplwee - . . ] employees, depreciation expense
ange nits ame umber xpense Account ocation :
1 Dela Cruz, Mr. Juan 100029889  |01.101.SA03013001.- 50501050 -. |- - - - 4] accounts_, and locations. _\Nhe_n )
] I transferring assets, keep in mind that:

o You can change the transfer
date to a date in a prior period,
but the transfer must occur
within the current fiscal year.

o You can change the transfer
date of an asset to a prior

period only once per asset.

C o You cannot transfer an asset

- using a future period.

If you transfer an asset during the
e period in which it was added, the
Transfer Date automatically defaults to

the asset's date placed in service and
you cannot change it.

Note: You cannot transfer assets from
one corporate book to another
corporate book.

Back to Top
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1. DOCUMENT CONTROL

1.6 Change Record

Date Author Version Change Reference:
19 February 2024 Riza A. Nequias 1.0 Initial
Assets Module Month-End Closing Process 76
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2. Description

Manual ID

Manual Name Complete Retirement

Information System Financial Management Information System
Functional Domain  Assets Module

Responsibility Fixed Assets Controller
Purpose To update an Asset to Partially Retire or Fully Retire
Data Requirement Period for closing
Dependencies Created Assets
Scenario An SPMO will update an Asset to Partially Retire or Fully Retire.
Assets Module Month-End Closing Process 77
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Step 1. Goto
https://uis.up.edu.ph
Google
P Step 2. Log-in your UP Mail
Signin credentials (e.g. email and
Use your Google Account passwo rd)

[ Email or phone

Forgot email?

Not your computer? Use a Private Window to sign in.
Learn more

Create account

English (United States) ~ Help Privacy Terms
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Or you may open your UP Mail
and go to the Google Workspace
and select UIS

UIS SIT SSO

ZIP Extrac...
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Step 3. On the UIS Homepage,
j\ University of the Philippines Logged In As Navigate to Fixed Assets
Controller Responsibility >
Asset > Asset Workbench.

Home

Navigator Worklist

Personalize Full List (19)
[A [m Fixed Assets Controller, UPS ] From - Type -~ Subject Sentv [

__\ Print UP Property Accountability for I
Propert Managers

» Bm inquiry
4 09 Assets |
[ capitalize CIP Assets
[&] Set Extended Life
» Bm Maintenance
» B Insurance

» Bm impairment

Assets Module Month-End Closing Process 80
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O Find Assels mE B Step 4. On the Find Assets
By Asset Detail window, click the ellipsis ~
Asset Number | Description on Book field.
Tag Number . Category I
Serial Number | Asset Key
Warranty Number . Asset Type ~
Status |
By Book
Book B Group Asset
Dates in Senice - [ Show Disabled Groups
By Assignment
Employee Name Employee Number
Expense Account Location

By Source Line

Supplier Name Supplier Number
Invoice Number Line Number
PO Number Source Batch
Project Number Task Number
By Lease

Lease Number Lessor

Description

Clear Additions QuickAdditions ‘ | Find |
Assets Module Month-End Closing Process 81
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Book Types X

FindUPS %

Book Code

UPS GENERAL
UPS REVOLVING
UPS TRUST

l

Book Name

UPS GEMERAL ASSETS BOOK
UPS REVOLVING ASSETS BOOK
UPS TRUST ASSETS BOOK

:' Eind ) Cancel |

Assets Module Month-End Closing Process
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Select a Book, click OK.
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'O Find Assets o &= K Step 5. Click Find.
By Asset Detail
Asset Number . Description |
Tag Number . Category | [ 1
Serial Number | Asset Key |
Warranty Number . Asset Type | ~
Status |
By Book
Book UPS GENERAL Group Asset | =
Dates in Senvice | [/ Show Disabled Groups
By Assignment
Employee Name Employee Number |
Expense Account Location |
By Source Line
Supplier Name . Supplier Number |
Invoice Number . Line Number |
PO Number | Source Batch |
Project Number . Task Number |
By Lease
Lease Number | Lessor |
Description .
Clear Additions QuickAdditions Find
Assets Module Month-End Closing Process 83
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EAIEL Y VIR NI - Yk

O Assets

3|

|Assel Number

Description

Tag Number  Category

r

Serial Number Asset Key

[ Additions

QuickAdditions | '

Source Lines

Books

[ Assignments

Retirements I

Financial Inquiry

I

Open

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.

Step 6. Select an asset.

Click Retirements.
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Eﬁ. VO L-BESP D LDPY G ? Step 7. Click the ellipsis on
SEIES Book field.
Asset Number 9395 Reference Number |
Book | F Retire Date
Comments Status Pending [ |
Retirement Details
Current Units Current Cost
Units Retired Cost Retired
Retirement Type Proceeds of Sale 0.00
Cost of Removal 0.00
Retirement Convention Gain/Loss Amount
Straight Line Method Life Years Months |
Check/Invoice Sold To
Trade in Asset Description Il ]
Group Asset
. Group Asset Recognize Gain and Loss ~
Reduction Rate %
Reserve Retired Prior Year Reserve Retired
Subcomponents .. . Reinstate Done | ' Cancel
Assets Module Month-End Closing Process 85
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ng@ Bl:88%® XD R LDOP5% | 2

Asset Number 9395

Comments

Retirement Details
Current Units 1
Units Retired
Retirement Type

Straight Line Method
Check/Invoice

Trade in Asset

Group Asset
. Group Asset
Reduction Rate

Reserve Retired

Subcomponents

SLLIUPS GENERA

Retirement Convention UP_PRORATE

Reinstate

Reference Number
Retire Date |28-FEB-2023
Status |Pending

Current Cost
Cost Retired
Proceeds of Sale
Cost of Removal

Gain/Loss Amount

Life Years
Sold To

Description

Recognize Gain and Loss

Prior Year Reserve Retired

Done

. (=) F-
B O Retirements HER

15,000.00

0.00
0.00

Months

Cancel

Assets Module Month-End Closing Process
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Step 8. The book will
automatically select and show
the retirement details.

Enter necessary updates.
Then click Save icon and Done.

Notes: You can retire an entire
asset, or you can partially retire
an asset. When you partially
retire an asset by units, Oracle
Assets automatically calculates
the fraction of the cost retired.
When you retire an asset by
cost, the units remain
unchanged, and the cost retired
is spread evenly among all
assignment lines.

If you perform multiple partial
retirements on an asset within a
period, you must run the
Calculate Gains and Losses
program between transactions.
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25 S ¢ Show Navigator

= Zoom

= Find...
Find All

Record

Translations

Attachments...

R Summary/Detail

Group Asset

Query By Example *

Current Units ’17
Units Refired |
|

File Edit Folder Tools Window Help

XD LEPIE?

Asset Number (9395

»

Book \UPS GENERAL

Reference Number

TGl 1 -MAR-2023 -

Comments |

Retirement Type

Retirement Convention |UP_PRORATE

Straight Line Method |

Check/Invoice |

Trade in Asset |

Group Asset |

Reduction Rate %

Reserve Retired |

Status

Current Cost

Cost Retired
Proceeds of Sale
Cost of Removal
Gain/Loss Amount

Life Years
Sold To

Description

Recognize Gain and Loss

Prior Year Reserve Retired

|Pending

(B

15,000.00

0.00

0.00

Months ’_

{_
|

i

( Subcomponents J

Reinsiaie | Done

Cancel J

. [=] F3

]

Assets Module Month-End Closing Process
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To run Calculate Gains and
Losses

Step 9. Click View> Request.
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L o =T T T ) L = L 7

O] == Step 10. Click Submit a New
a Request

OAuto Rel = My Completed Requests it Sat
' My Requests In Progress l
reauestid < Al iy Requests
* Specific Requests =
I Request 1D |

Name |

Date Submitied
Date Completed

Status | |
Phase | |
Requestor |
[Include Request Set Stages in Query
Order By |Request ID v| =
Hold Select the Number of Days to View: T ut
Submit a New Request [ Submit New Request Set | [ Clear ‘ Find J
Cancy 1K)
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[£] Oracle Applications - UISDEV Step 11. On Name field type
File Edit View Folder Tools Window Help “Cal%Gai%” then press Tab on
é@i‘; Yo GE8SP I AN DR LTP P52 your keyboard.
—O4%
(O] x

Run this Request

Name | Cal%Gai%

‘ Operating Unit
I Parameters

Language |American English

Language Settings ‘ Debug Options

At these Times

Schedule Description As Soon as Possible Schedule

Upon Completion
M Save all Qufput Files Burst Output

Layout Options |
Notify

: Delivery Opts
Print to |noprint #

) Submit Cancel

Help (

(o]

Assets Module Month-End Closing Process 89
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Language American English

At these Times
Schedule Description As Soon as Possible

Upon Complefion
¥ Save all Output Files

Layout
Notify
Printto  noprint

Help (C)

Language Seftings

© Parameters

Debug Options

Schedule

-0 x ax
@ X ax
Run this Request
Copy
Name 202
Operating Unit [
I ‘ Parameters

15,000.00

0.00
0.00

st 0| Book|UPS GENERAL

I UPS GENERAL ASSETS BOOK

Cancel Clear

Help

Submit

Cancel

Cancel

Assets Module Month-End Closing Process

File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.

Step 12. Parameter will appear.

Select a Book, then click OK.
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B mmr - Step 13. Click Submit.
=

Run this Request
Copy

Name |Calculate Gains and Losses
Operating Unit [ ]
| Parameters UPS GENERAL
I Language |American English 15,000.00
Debug Options
0.00
At these Times 0.00

Schedule Description |As Soon as Possible Schedule

Upon Completion

Months

v Save all Output Files Burst Qutput

L _ Optins

Notify

. Delivery Opts -
Print to |noprint #

e swmt | [ cancel |

= - = Cancel
| A Decision box will appear, click
OK.
ol %
Request submitted.
(Request ID = 10746701)
Submit another request?
Yes | No I
Assets Module Month-End Closing Process 91
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ey p— m— m— — j— — —

( Hold Request

[] Refresh Data [ Find Requests ‘ [ Submit a New Request ‘ ’ Supmit New Request Set J
"/ Auto Refresh (X) ( Copy Single Request ‘ ’ Copy Request Set J
Request ID Parent
) Name ‘ Status, Parameters
J 10746701 Calculate Gains and Losse:| Completed  Normal UPS GENERAL =

View Details

)

Rerun Reqguest ‘ View Output

( Cancel Request

Diagnostics

Reprint/Republish (J) ‘ [ View Log (K)

Assets Module Month-End Closing Process
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Step 14. Check the Phase and
Status of the report, click the
Refresh Data button until status
is Completed and Normal,

then click the View Output
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Expected Result

UNIVERSITY OF THE PHILIPPINES Retirements Execution Report

At beginning of Calculate Gain/Loss program

Book: UPS GENERAL

Request ID: 10675774

Number of successes: 1

Number of failures: @

Program Calculate Gain/Loss completed successfully

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.
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96/02/2024 10:57:02

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

Back to Top
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1. DOCUMENT CONTROL

1.7 Change Record

Date Author Version Change Reference:
09 January 2024 Riza A. Nequias 1.0 Initial
Assets Module Month-End Closing Process 95
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2. Description

Manual ID

Manual Name
Information System
Functional Domain
Responsibility
Purpose

Data Requirement
Dependencies
Scenario

Run Depreciation
Financial Management Information System

Fixed Asset Module

Fixed Assets Accountant

To calculate depreciation for the period
Assets for depreciation

An accountant will run depreciation

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.
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Step 1. Goto
https://uis.up.edu.ph
Google
P Step 2. Log-in your UP Mail
Signin credentials (e.g. email and
Use your Google Account passwo rd)

[ Email or phone

Forgot email?

Not your computer? Use a Private Window to sign in.
Learn more

Create account

English (United States) ~ Help Privacy Terms

Assets Module Month-End Closing Process 97
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Or you may open your UP Mail
and go to the Google Workspace
and select UIS

UIS SIT SSO

ZIP Extrac...

Assets Module Month-End Closing Process 98
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|=| University of the Philippines 03

Home
Navigator Worklist
Personalize
B & oo
IA E3 Fixed Assets Accountant, UPY I From = Type = Subject -

& Create Accounting

I:I Print UP Property Accountability for
Propert Managers

» B3 Inquiry

» Em Assets

» Bm mass Additions

b Bm Mass Transactions
» Em Production

& Run Depreciation

& Projections

[E calculate Gains and Losses
& What-If Analysis

& override

[E Extended Depreciation

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.
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Loggedin As [

Sent v

Full List (19)

Due -

Step 3. On the UIS Homepage,
Navigate to Fixed Assets
Accountant Responsibility >
Depreciation > Run
Depreciation.
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File Edit View Folder Tools Window Help

20O VS P £

Step 4. Select Book to run
depreciation.

The Period field will be

E _|:|xi

automatically filled with value.

Book |UPS GENERAL |
Period |FEB-2023
[ Close Period i

| Run I

+ Mass Transactions
+ Production
-+

- Depreciation
R Run Depreciation

*'ﬂ- Projections
Calculate Gains and Losses
= What-If Analysis
Override
Extended Depreciation

+ Tax
1 3

e

Top Ten List

Click the Run button.

Note: You may run depreciation
with or without closing the
period. However, once you
choose to close the program,
you will no longer be able to
reopen it.

Open

Assets Module Month-End Closing Process

File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.
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File Edit View Folder Tools Window Help

_ Step 5. A Note window will
HYO VP £ NDEI LBIYPSE? appear.
-0 x

Book UPS GENERAL Click OK.
Period FEB-2023

[IClose Period d

- Top Ten List
Run

+ Mass Transactions =
+ Production

- Depreciation
& P ~
N Run Depreciation

*'I- Projections

Calculate Gains and Losses

= What-If Analysis .
Override \) APP-OFA-48278: Concurrent Request 10704841 submitted.
Extended Depreciation
+ Tax v
a »

om |

Assets Module Month-End Closing Process 101
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Step 7. Navigate through the

) ) i ) .
File Edit older Tools Window Help View Then Requests
£ Y ShowNaigatr R (F 08 I L | LB @ 25 2
= Zoom I
rccountant, UPY
Find...
Find All ts

| Query By Example *

| Record b

Translations.. _z Top Ten List

Attachments...

summany'Detail

| Requests

tions

+ ”eprematmn
&
E + Tax
@ + Budget
E + Physical Inventory
= |+ Setup
+ Other
+ Purge B
Create Accounting -
1| | 3

o )

Assets Module Month-End Closing Process
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O Find Reguests

' My Completed Requests
' My Reguests In Progress
= All My Reguests

' Specific Requests

Request ID

Doc Ref: FMIS User Manual — Assets Module Month-End Closing Process

Mame

Date Submitted

Status
Phase

|
|
|
Date Completed |
|
|
|

Requestar

[Include Reguest Set Stages in Query

Order By | Request ID

- |

Select the Number of Days to View: 7

( Submit a Mew Request | | Submit New Reguest Set | | Clear

Find

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.

STEP 8. Click Find.
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File Edit View Folder Tools Window Help
P90 THVSP R DBE R LDI P2
O Requests =10k
_____________ E efreshData ' Find Requests ‘ . Submit a New Request ‘ - Submit New Request Set |
[ Auto Refresh (X) Copy Single Request ‘ Copy Reguest Set
Request ID Parent
_ Name Phase Status Parameters
| 10704855 ournal Entry Reserve Ledq 10704841 Completed Normal UPS GENERAL, 2027, FEB-21 =
10704852 Depreciation Run 10704841 Completed Normal UPS GENERAL, FEB-2023, 0.
10704849 Calculate Gains and Losseul10?04841 Completed Normal UPS GENERAL
10704841 Depreciation Run Request Completed Normal 140, 622
10703119 Mass Additions Posting Re 10703114 Completed Normal UPS GENERAL -
10703117 Mass Additions Post 10703114 Completed Normal UPS GENERAL, NORMAL
10703114 Post Mass Additions (Repc Completed Normal 140, 46
10696916 UP Summary of Taxes Wit Completed Normal 276, 2024/01/01 00:00:00, 202
10696349 Send Separate Remittance | Completed Normal 561047, 610690, 610690, UP_
10696346 Send Separate Remittance | Completed Normal 561046, 610689, 610689, UP_
Hold Request ' View Details ‘ Rerun Request ‘ View Output
Cancel Request ' Diagnostics ‘ Reprint/Republish (J) ‘ ' View Log (K)

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.

STEP 9. Check the
Phase and Status of the
report, click the Refresh
Data button until status is
Completed and Normal,
then click the View
Output of the following:

- Calculate Gains and
Losses

- Depreciation Run

- Journal Entry Reserve
Ledger Report

- Process Pending
Transactions
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This is the sample output
of the Calculate Gains
and Losses.

UNIVERSITY OF THE PHILIPPINES Retirements Execution Report 2@8/82/2024 18:45:24

At beginning of Calculate Gain/Loss program

Book: UPS GENERAL

Request ID: 18784849

Number of successes: @

Number of failures: @

Program Calculate Gain/Loss completed successfully

This is the sample output
of the Depreciation Run.

Depreciation Program Exception Report
Depreciation: 2 assets processed

Do _dep routine completed

Program FADEPR completed successfully

Assets Module Month-End Closing Process 105
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UNIVERSITY OF THE PHILIPPIMNES
Currency: PHP

Book: UPS GENERAL

Unit: e1

Expense Account: 58501838
Reserve Account: 10603051

Date Placed Deprn
In Service Method

Respon Asset-
sibili Description

SA@3e1 4396-TEST CIP
E:

28-FEB-2023 STL

Responsibility Center 5A@3@1 Totals:

Account 50501838/10603051 Totals:

UNIVERSITY OF THE PHILIPPINES
C ency: PHP
Book: UPS GENERAL

Unit: o1
Expense Account: 58501840
Reserve Account: 10604011

Date Placed Deprn
In Service Method

Respon Asset-
sibili Description

3392-ITDC Buildin @1-FEB-20823 STL

Responsibility Center - Totals:

Account 505081848/10604011 Totals:

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.

Journal Entry Reserve Ledger Report
Period: FEB-2023

Depreciation

Journal Entry Reserve Ledger Report
Period: FEB-2023

Depreciation
Amount

Doc Ref: FMIS User Manual — Assets Module Month-End Closing Process

Report Date: 20-FEB-2024 10:46
Page: 1

Year-To-Date
Depreciation

Depreciation
Reserve Percent

Report Date: 20-FEB-2024 10:46
Page: 2

Year-To-Date
Depreciation

Depreciation
Reserve Percent

This is the sample output
of the Journal Entry
Reserve Ledger Report.

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

Back to Top
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1. DOCUMENT CONTROL

1.8 Change Record

Date Author Version Change Reference:
09 January 2024 Riza A. Nequias 1.0 Initial
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2. Description

Manual ID

Manual Name Create Accounting

Information System Financial Management Information System
Functional Domain  Fixed Asset Module

Responsibility Fixed Assets Accountant
Purpose To post all asset transactions for the period
Data Requirement Period to be closed
Dependencies Open period
Scenario An accountant will create accounting to post transactions for the
period.
Assets Module Month-End Closing Process 109

File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.



Doc Ref: FMIS User Manual — Assets Module Month-End Closing Process

Step 1. Goto
https://uis.up.edu.ph
Google
P Step 2. Log-in your UP Mail
Signin credentials (e.g. email and
Use your Google Account passwo rd)

[ Email or phone

Forgot email?

Not your computer? Use a Private Window to sign in.
Learn more

Create account

English (United States) ~ Help Privacy Terms

Assets Module Month-End Closing Process 110
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Or you may open your UP Mail
and go to the Google Workspace
and select UIS

UIS SIT SSO

ZIP Extrac...

Assets Module Month-End Closing Process 111
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Step 3. On the UIS Homepage,
| University of the Philippines Logged In As RANEQUIAS (@) (U Navigate to Fixed Assets
Accountant Responsibility >
Create Accounting

Home

[ 4 BB Fixed Assets Accountant, UPS l

Worklist

Print UP Property Accountability for
Propert Managers

P BB inquiry EX
From . Type - Subject - Sent ¥ Due .

Full List (19)

b Bm Assets

» BB Mass Additions

b B9 Mass Transactions
» Bm Production

» BB Depreciation

P BB Tax

» B9 Budget

» B9 Physical Inventory
» B Setup

» Bm Other

» Bm Purge

Assets Module Month-End Closing Process 112
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© Parameters %]

Book Type Code J
Ledger
Process Category
End Date |26-FEB-2024
Accounting Mode
Errors Only No
Report

Doc Ref: FMIS User Manual — Assets Module Month-End Closing Process

Step 4. Fill in the following
parameters:

- Book Type Code
- Process Category

Transfer to General Ledger = End Date
Post in General Ledger H
General Ledger Batch Name - ACCOUﬂtlng MOde
Include User Transaction Identifiers No - Errors Only
1] 3
= & @ - Report
- Transfer to General
Id - Ledger
Field Name Description Remarks .
- Postin General Ledger
Book Type Code Choose the corporate book or the tax book from the list of values List of values g

- General Ledger Batch

whether there will be a report output and also whether the output will be in Summary or in
Detail.

Process Category Choose the transaction event from the list of values for which you want to run Create List of Values Name
Accounting. If this field is left blank, then Create Accounting is run for all transaction events in (Optional) _
Oracle Assets. Include Qser 3
End Date The default value for this is the system date. You can change the date. All transactions with an Date Format: Transaction Ident|f|ers
accounting date that is the same or prior to this date will be processed by this program. DD-MON-YYYY
Accounting Mode The default value is Final. You can change the value to Draft. If the accounting is done in Draft Final or Draft
mode, the accounting can be re-run later again in Draft mode or in Final mode. If the mode is
Draft, you can neither transfer accounting entries to General Ledger nor post them in General
Ledger.
Errors Only The default value is No. Select Yes to limit the creation of accounting to events for which Yes or No
accounting has previously failed. If you select Yes, the process selects only those events that
have a status of Error for processing. Select No to process all events. This field is required.
Report The default value is summary. You can select Detail or No Report The value determines List of values

Transfer to General
Ledger

The default value is Yes. You can select No if you do not want to transfer journal entries to
General Ledger.

List of values

Post in General This field in enabled only if the Transfer to General Ledger value is set to Yes. The default Yes or No
Ledger value for this field is No. If you set the value to Yes, the journal entries that are transferred to

General Ledger will be posted in General Ledger.
General Ledger This field is enabled only if the Transfer to General Ledger value is set to Yes. You can Free Text
Batch Name optionally enter a batch name for the transfer. The batch name will be prefixed to the Journal

Entry Batch name.
Include User The default value is No. You can set the value to Yes if you want the transaction identifiers to Yes or No
Transaction appear in the report output.
Identifiers

Assets Module Month-End Closing Process
File Ref: ITDC-FMIS-UM- Assets Module Month-End Closing Process -02192024-ver.1.0.
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bc

Run this Request

Name
Operating Unit
Parameters

Language

At these Times
Schedule Description

Upon Completion

Layout
Notify
Print to

Help (C)

Create Accounting - Assets

UPS GENERAL:UP System::26-FEB-2024:Final:No:Detail-Yes:Yes:No

American English

© Parameters ]

UPS GENERAL ASSETS BOOK

Book Type Code UPS GENERAL

As Soo
Ledger |UP System
Process Category
Save End Date 28-FEB-2023
Accounting Mode Final J
Eicay Errors Only No
Report Detail
noprint

Transfer to General Ledger Yes
Post in General Ledger Yes
General Ledger Batch Name

Include User Transaction Identifiers MNo
1

Cancel

Click OK.

Help |

Assets Module Month-End Closing Process
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O Submit Request
Run this Request

Step 5. Click Submit.

Copy
MName |Create Accounting - Assets
Operating Unit |
Parameters |UF'S GENERAL:UP System::28-FEB-2023:Final:No:Detail:Yes:Yes::No
Language |American English
. Language Seltings | | Debug Options

At these Times

Schedule Description |As Soon as Possible ([ Schedule

Upon Completion
v Save all Output Files Burst Output

Layout |Create Accounting Program Report - Assets [ Options |
Motify
. | ’ Delivery Opts
Print to |nopr|nt |

[ Help (C) | Submit I Cancel
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Step 7. Navigate through the

) ) i ) .
File Edit older Tools Window Help View Then Requests
£ Y ShowNaigatr R (F 08 I L | LB @ 25 2
= Zoom I
rccountant, UPY
Find...
Find All ts

| Query By Example *

| Record b

Translations.. _z Top Ten List

Attachments...

summany'Detail

| Requests

tions

+ ”eprematmn
&
E + Tax
@ + Budget
E + Physical Inventory
= |+ Setup
+ Other
+ Purge B
Create Accounting -
1| | 3

o )

Assets Module Month-End Closing Process
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O Find Requests STEP 8. Click Find.

' My Completed Requests

My Requests In Progress
= All My Requests

" Specific Requests

Request ID

Mame

Date Submitted

Status
Phase

|
|
|
Date Completed |
|
|
|

Requestar

[ Include Reguest Set Stages in Query
Order By |R‘E’*'3I'-"'3“=‘ft ID "|

Select the Mumber of Days to View: 7

( Submit a New Request | | Submit New Request Set | | Clear | Find )

Assets Module Month-End Closing Process 117
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Request ID

10717651
10717650
10717649
10717648
10717647
10717646
10717645
10717644
0717622
10717641

Refresh Data I

[ Auto Refresh (X)

Find Requests J Submit a New Request I Submit Mew Request Set
Copy Single Request | Copy Reguest Set
Parent

Lm Lb arameters
GL_JE_HEADERS (Check Completed BPPS, GL_JE_HEADERS, Af =
GL_JE_HEADERS (Check Completed \PPS, GL_JE_HEADERS, A%
GL_JE_HEADERS (Check Completed \PPS, GL_JE_HEADERS, A#
GL_JE_HEADERS (Check Completed hPPS, GL_JE_HEADERS, A%
(GL_JE_HEADERS (Check \Completed FPPS, GL_JE_HEADERS, A#
GL_JE_HEADERS (Check Completed BPPS, GL_JE_HEADERS, A#
GL_JE_HEADERS (Check Completed PPS, GL_JE_HEADERS, A#
lJounal Import Completed 44568, 602, N, , . N, N, Y
Accounting Program Completed 40, 2027, 2023/02/28, F, N, 4
Create Accounting - Asset: Completed LIPS GENERAL, 140, 140, Y, |~

Cancel Request

Diagnostics

View Detailg

Reryn Request

Reprint/Republish (J)

View Log (K) ]

Refresh Data

Find Requests

‘ Submit a New Request ‘ Submit New Request Set )

Request ID

10717932
10717931
10717930
10717329
10717928
10717927
10717926
10717925
10717924
10717923

Hold Request

Cancel Request

[ Auto Refresh (x)

Parent

Update SubledgerAccnun.
Posting: Single Ledger |
GL_JE_HEADERS (Check
GL_JE_HEADERS (Check
GL_JE HEADERS (Check

(
(¢
GL_JE_HEADERS (Check
GL_JE_HEADERS (Check
(¢
(
(¢

GL_JE_HEADERS (Check
GL_JE_HEADERS (Check
GL_JE HEADERS (Check

Copy Single Request

‘ Copy Reguest Set )

Phase

(Completed
(Completed
Completed
Completed
Complated
Completed
Completed
Completed
Completed
Completed

Status
Normal

_ Parameters
140, 2027, 423901, A =

Normal
Normal
Normal
Normal
Normal
Normal
Normal
Normal

Normal

2027, 1002, 101, 780399
[APPS, GL_JE_HEADERS,
APPS, GL_JE_HEADERS,
APPS, GL_JE_HEADERS,
APPS, GL_JE_HEADERS,
APPS, GL_JE_HEADERS,
APPS, GL_JE_HEADERS,
APPS, GL_JE_HEADERS,
APPS, GL_JE_HEADERS, A%

zlzlzlzlziziz

View Details | Rerun Request ‘ I View Output I
Diagnostics | Reprint/Republish (J) ‘ View Log (K) J

Assets Module Month-End Closing Process
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STEP 9. Check the
Phase and Status of the
report, click the Refresh
Data button until status is
Completed and Normal,
then click the View
Output of the following:

- Create Accounting —
Assets

- Journal Import

-  GL_JE_HEADERS
(Check Event Alert)

- Posting: Single Ledger
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ORACLE Subledger Accounting  Subledger Accounting Program Report  ReportDate  Feb 26, 2024 This is the sample output
o syen Poge Tofmiz of the Create
rocsss Sy Accounting — Assets

End Date Feb 28, 2023
Accounting Mode  Final
Report Level  Detail
Errors Only  No
Transfer to General Ledger  Yes
Post in General Ledger  Yes
General Ledger Baich Name

Report Summary

Number off Number of Events Journal Entries |
Event Ciass DecumrialProcscesdt — Tn Errlacpor [ 7
Additions 19 14) S[UP System Actual 14
Adj s 10 10 DUP System Actual 10
IDepreciation 300 2504 SOUP System Actual 250
Retirements 3 3 QUP System @ 3
Transfers 11 9| ZTE P System Actual 9

[Event Class |Number of Non Accountable Events
Additions 2

2
(Capitalization 2
ICIP Additions 2

Transfer to General Ledger Summary

Journal Eniries
LEHET Balance Type Transferre Not Transferred
UP System )i 286 0

NOTE
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ORACLE Subledger Accounting
UP System

Subledger Accounting Program Report

Report Date  Feb 26, 2024
Page 2of 112

Please review Journal Impart output files to find issue encountered by Journal Impaort while transferring data to General Ledger if above chart shows some rows under
Not Transferred column.
If Journal Import output files show status as 'Error' none of the transaction in the entire lot would be transferred to General Ledger.
If Journal Import was not spawned that means that no eligible records were found which should be transferred to General Ledger.

General Ermors

Message

Diagnostics to identify the problem.

There are either non-accountable events existing in the system, or events which could not be processed because no data could be found on
ransaction objects. Please enable the profile option SLA: Enable Diagnostics,create accounting again, and run the report Transaction Objects

Event Class  Additions
Event Number 1

Subledger Joumal Entries

Event Type Additions
Event Date  Feb 1, 2023

Ledger UP System Ledger Currency PHP Balance Type Actual
Application Accounting Definition Assets Standard Accounting Version GL Date Feb 1, 2023
Journal Entry Description Addition - 28-FEB-23
Accounting Entered Accounted
Line | Class Account Currency Debit Credit Debit Credit
1 Asset 01.101.-.-.10605030.- === == PHP 100,000.00 100,000.00
2 Asset 01.101.5A03013001.-.198999040.- - -.-.-.- PHP 100,000.00 100,000.00
Journal Entry Total 100,000.00 100,000.00
Event Class  Additions Event Type Additions
Event Number 1 Event Date  Feb 1, 2023
Ledger UP System Ledger Currency PHP Balance Type Actual
Application Accounting Definition Assets Standard Accounting Wersion GL Date Feb 1, 2023
Journal Entry Description Addition - 28-FEB-23
Accounting Entered Accounted
Line | Class Account Currency Debit Credit Debit Credit
1 Asset 01.101.-.-.19999040.-. PHP 50,000.00 50,000.00
2 Asset 01.101.-.-.10605030.- - == =, PHP 50,000.00 50,000.00
Journal Entry Total 50,000.00 50,000.00

Assets Module Month-End Closing Process
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Click the link below to
view the whole Create
Accounting — Assets

https://drive.qgoogle.com/fi
le/d/1Gp5yyKHGH7n 04
2c4cCS8S9yx8vrd4gx9/vie
w?usp=sharing
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rnal Tnport Execution Report ate : This is the sample output
I | of the Journal Import.
Click the link below to
view the whole Journal
Import.
https://drive.qgoogle.com/fi
le/d/AmJ95xXTeBXMniLM
twljYRXqElozvVxri/lview?

usp=sharing

Batch Name

[V =

CRL N RC RV RT R

LR

5
5
5
5

LR T RNV RT RV T RV N R N

L o

This is the sample output
o (ROUTINE=alepaa) (FILE=75 /1i ). ' ! of the GL_J E_HEADERS
F'Er‘fnl;rning act ) I Yy ) 2 : 5 I '1ib/ a. [LIN (CheCk Event Alert)

Oracl did [ i rnal Entry
.c) (LINE=
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This is the sample output
of the Posting: Single
Ledger

UP System Posting Validation Report FEB-24 14:25
> 1

concurrent re

https://drive.google.com/fi
le/d/1du91LdzqZ3ulP07J

HA2EOZ2xXN9WROjw/vi
ew?usp=sharing

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

Back to Top
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1. DOCUMENT CONTROL

1.9 Change Record

Date Author Version Change Reference:
09 January 2024 Riza A. Nequias 1.0 Initial
Assets Module Month-End Closing Process 124
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2. Description

Manual 1D

Manual Name Close Asset Period

Information System Financial Management Information System
Functional Domain  Fixed Asset Module

Responsibility Fixed Assets Accountant
Purpose To process all assets in a book for a period
Data Requirement None
Dependencies None
Scenario An accountant will close the period through the run depreciation
Assets Module Month-End Closing Process 125
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Step 1. Goto
https://uis.up.edu.ph
Google
P Step 2. Log-in your UP Mail
Signin credentials (e.g. email and
Use your Google Account passwo rd)

[ Email or phone

Forgot email?

Not your computer? Use a Private Window to sign in.
Learn more

Create account

English (United States) ~ Help Privacy Terms

Assets Module Month-End Closing Process 126
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Or you may open your UP Mail
and go to the Google Workspace
and select UIS

UIS SIT SSO

ZIP Extrac...
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|=| University of the Philippines 03

Home
Navigator Worklist
Personalize
B & oo
IA E3 Fixed Assets Accountant, UPY I From = Type = Subject -

& Create Accounting

I:I Print UP Property Accountability for
Propert Managers

» B3 Inquiry

» Em Assets

» Bm mass Additions

b Bm Mass Transactions
» Em Production

& Run Depreciation

& Projections

[E calculate Gains and Losses
& What-If Analysis

& override

[E Extended Depreciation

Assets Module Month-End Closing Process
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Loggedin As [

Sent v

Full List (19)

Due -

Step 3. On the UIS Homepage,
Navigate to Fixed Assets
Accountant Responsibility >
Depreciation > Run
Depreciation.
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File Edit View Folder Tools Window Help
YO & 88PN €
©O Run Depreciation M [=E

Book | UPS GENERAL
Period |FEB-2023

[ Run

+ Mass Transactions

= .
+ Production

Projections
Calculate Gains and Losses
What-If Analysis
Override
Extended Depreciation
+ Tax

o

ENEN-_N=

Step 4. On the Run
Depreciation

Select Book to run depreciation.

The Period field will be

& - Depreciation
x

L 4

Top Ten List

automatically filled with value.

To close the period, select the
Close Period checkbox.

Then click the Run button.

Attention: Ensure that you have
entered all transactions for the
period before you run
depreciation. Once you run
depreciation with the Close
Period check box selected, the
program closes the period, and
you cannot reopen it.

Qpen

Note: You may run depreciation
with or without closing the

period. However, once you

Assets Module Month-End Closing Process
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choose to close the program,
you will no longer be able to
reopen it.
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File Edit View Folder Tools Window Help Step 5. A Caution window will
YO 8P £ DI LA L5 2 appear.
> Tl :
Click OK.
Book UPS GENERAL
Period FEB-2023
¥ Close Period d
= Top Ten List
Run
+ Mass Transactions =»
+ Production
+ Depreciation
* -
- Calculate G
= What-If Ana & APP-OFA-48291: Run depreciation? Once the program closes
Override the period, you cannot reopen it.
Extended O
+ Tax
‘
——
Qpen
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Step 6. Click OK.

g’: YO WP L DR LEIY5E?
A [m] .4 ~Tx
Book UPS GENERAL
Period FEB-2023
W Close Period i
- Top Ten List
Run
+ Mass Transactions =

+ Production

- Depreciation
* _— S
N Run Depreciation )
*1- Projections
- Calculate Gains and Losses
= What-If Analysis
Override
Extended Depreciation

+ Tax -
1 »

\3 APP-OFA-48278: Concurrent Request 10704880 submitted.

om |

Assets Module Month-End Closing Process
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Step 7. Navigate through the

) ) i ) .
File Edit older Tools Window Help View Then Requests
£ Y ShowNaigatr R (F 08 I L | LB @ 25 2
= Zoom I
rccountant, UPY
Find...
Find All ts

| Query By Example *

| Record b

Translations.. _z Top Ten List

Attachments...

summany'Detail

| Requests

tions

+ ”eprematmn
&
E + Tax
@ + Budget
E + Physical Inventory
= |+ Setup
+ Other
+ Purge B
Create Accounting -
1| | 3

o )

Assets Module Month-End Closing Process
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o e I T T T o W A O 0O T T 0 T e 0 B 7 1 B 0 T W

O Find Requests

' My Completed Requests
' My Requests In Progress

« All My Requests

" Specific Requests
Request ID
MName
Date Submitted
Date Completed
Status
Phase

Requestor

Order By

Submit a New Request

[Include Reguest Set Stages in Query
Request 1D

Select the Mumber of Days to View:

Submit New Request Set Clear

Assets Module Month-End Closing Process
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STEP 8. Click Find.
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PO GBS P L DDEL LD ?

Refresh Data

Find Requests

| [ Submit a Mew Request | I Submit New Request Set )I

[T Auto Refresh (X)

( Copy Single Request

| I Copy Reguest Set )I

Request ID Parent
_ MName Fhase Status FParameters
|1 0619854 Process Pending Transacti (10619840 [Completed [lormal |UP‘U’ GEMERAL, FUTURE =
' |1UE-1 9851 Journal Entry Reserve Ledc |10619840 Completed ["lormal |UPV GEMERAL, 2037, JAN-2(
' |1UE1 9848 Depreciation Run 106195840 [Completed IMormal |UPV GEMERAL, JAN-2019, 1,
. |1UE19845 Calculate Gains and Losse 10619840 [Completed [lormal |UP‘U’ GEMERAL
I|1UE198-‘1[] Depreciation Run Request ICompleted [lormal |1-‘l[], 620 e
' |1UE1 9725 Journal Entry Reserve Ledc 10619717 Completed Mormal |UPV GEMERAL, 2037, JAN-2(
10619723 Depreciation Run 110619717  Complsted  |[Normal UPV GENERAL, JAN-2018, 0,
10619720 [Calculate Gains and Losse [10619717  [Completed  [Normal UPV GENERAL
' |1UE-19I"‘1T |Depreciati0n Run Request | |Cumpleted |N0rmal |1-'ll.'], 622
10607253 |Asset Transfers Report | Completed  [Normal UPS GENERAL, 2027, DEC-2
( Hold Request I View Details ‘ [ Rerun Request | WView Output J
( Capcel Reqguest I Diagnostics ‘ [ Reprint/Republish (J) | I View Log (K) J

Assets Module Month-End Closing Process
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STEP 9. Check the
Phase and Status of the
report, click the Refresh
Data button until status is
Completed and Normal,
then click the View
Output of the following:

- Calculate Gains and
Losses

- Depreciation Run

- Journal Entry Reserve
Ledger Report

- Process Pending
Transactions
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This is the sample output
of the Calculate Gains
and Losses.

UNIVERSITY OF THE PHILIPPINES Retirements Execution Report 28/82/2024 11:85:25

At beginning of Calculate Gain/Loss program

Book: UPS GENERAL

Request ID: 18704885

Number of successes: @

Number of failures: @

Program Calculate Gain/Loss completed successfully

This is the sample output

Depreciation Program Exception Report of the DepfeCiation Run.
Do_dep routine completed

Program FADEPR completed successfully

Cannot read value for profile option TIME DIAGNOSTIC in routine &ROUTINE.

Assets Module Month-End Closing Process 135
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UNIVERSITY OF THE PHILIPPINES
Currency: PHP

Book: UPS GENERAL

Unit: @1

Expense Account: 58501630
Reserve Account: 18603051

Respon Asset- Date Placed Deprn
sibili Description In Service Method

SAB301 4396-TEST CIP 28-FEB-2023 STL
3681
Responsibility Center SAB30@1 Totals:

Account 50501030/10603851 Totals:

UNIVERSITY OF THE PHILIPPINES
Currency: PHP

Book: UPS GENERAL

Unit: o1

Expense Account: 58501640
Reserve Account: 10604811

Respon Asset- Date Placed Deprn
sibili Description In Service Method

3392-ITDC Buildin ©1-FEB-2823 STL

Responsibility Center - Totals:

Account 50581048/10604011 Totals:

Assets Module Month-End Closing Process
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Journal Entry Reserve Ledger Report
Period: FEB-2023

Depreciation

Journal Entry Reserve Ledger Report
Period: FEB-20823

Life Depreciation
Yr.Mo : Amount

Doc Ref: FMIS User Manual — Assets Module Month-End Closing Process

Report Date: 20-FEB-2024 11:06
Page: 1

Year-To-Date
Depreciation

Depreciation
Reserve Percent

Report Date: 20-FEB-2024 11:06
Page: 2

Year-To-Date
Depreciation

Depreciation
Reserve Percent

This is the sample output
of the Journal Entry
Reserve Ledger Report.
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This is the sample output
of the Process Pending
Transactions.

UNIVERSITY OF THE PHILIPPINES Mass Additions Posting Execution Report 20/02/2024 11:86:55

Book: UPS GENERAL

Request ID: 16704833

Number of successes: @

Number of failures: @

Program Process Pending Transactions completed successfully

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

Back to Top
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