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1.  DOCUMENT CONTROL 
 
1.1 Change Record 
 

Date Author Version Change Reference 

 Rajyl Andre Inlayo 1.0 Initial 

23 June 2017 Reah Mae Supnet 2.0 Update 

30 January 2023 Kim Carlo De Leon 3.0 
Update on the responsibility 
used for exporting expense 

report 
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2.  Description 

Manual ID  
Manual Name Export Expense Report 
Information System Financial Management Information System 
Functional Domain Payables Module 
Responsibility Internet Expense Auditor 
Purpose To convert approved expense reports to invoices 
Data Requirement Expense Report details 
Dependencies Fully Approved Expense Report 
Scenario An accounting personnel will process approved expense reports in 

preparation for matching with prepayments DVs.  
  



  Doc Ref: FMIS User Manual – Export Expense Report 

Export Expense Report 
File Ref: ITDC-FMIS-UM– Export Expense Report -01302024 -ver.3.0 

6 

  
 
 
 
 

 
 
Step 1.  Go to 
https://uis.up.edu.ph 
 
 
Step 2.  Log-in your UP Mail 
credentials (e.g. email and 
password) 
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Or you may open your UP Mail 
and go to the Google Workspace 
and select UIS 
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Step 3. On the UIS Homepage, 
navigate to Internet Expenses 
Auditor. 
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Step 4. On the Expenses Audit 
page, click the Expenses 
Export tab. 
 
You will see the program name 
Expense Report Export. 
 
Update the Parameters. 
 
Click Continue to proceed. 
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STEP 5. Enter the following 
details on the field. 

• Batch Name 
• GL Date 

And click Continue 
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Step 6. Review the details and 
click Submit. 
 
 
 
 
 
 
 
 
 
 
 
 
An information box will appear 
containing the request ID. Take 
note of the request ID and click 
OK to proceed. 
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Step 7.  On the Requests 
Summary Table, search for 
your request ID. Check the 
Phase and Status of the report, 
click the Refresh button until it is 
Completed and Normal. Then 
click the Output Icon to see the 
result. 
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Sample Output: 

 

 

 

 

 

 

 

 

 

 

 

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