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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:

Julius Ermitanio&

11 February 2014 Michael Angelo Soliven 1.0 Initial Issue and review
Julius Ermitanio&

29 October 2014 Michael Angelo Soliven 2.0 Update

05 December 2014 | Michael Angelo Soliven 2.0 Update

Reah Mae Supnet,
13 March 2017 Carlo Evangelista & 3.0 Update
Emmanuel Lim
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2. Description

Script ID
Script Name
Information System

Functional Domain
Purpose
Data Requirement

Dependencies
Scenario

Author

Initial Receiving of Items

UGSP100130

Initial Receiving ltems

Supplies, Property and Campus Management Information
System

Inventory

To initially receive items in the inventory

Approved PR

Approved PO

After having the PO approved items are initially received
in the inventory for inspection and acceptance

Julius Ermitanio, Michael Angelo Soliven, Reah Mae
Supnet, Carlo Evangelista & Emmanuel Lim
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NOTE: After signing the IAR,
buyer will issue final receipt in
the system.

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

e ‘ L5 ! 2t i
Diliman|® lYos]BafiosY . ‘Manila { VEENES *Mindanaof¥

Uiz v

bk *User Name t . .
e B (i Step 2. Log-in your credentials

-
Password g gq0000e

—— (e.g. username and password)
Cancel

Accessibility| None v

Select a Language:
English
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Step 3. On Main Menu, select
Inventory Manager, UPD.

University of the Philippines

B Favorites ¥ Diagnostics Logout Help
Enterprise Search |All | @ Search Results Display Preference IStandard .
Logged In As RMSUPNET
Oracle Applications Home Page Main Menu
Main Menu [ =
Workdst Personalize
Personalize
: 1 |
® [ cash Management Cash Manager, UPB From Type ¢ ‘J_ - Cash Management Cash Manager, UPB
8 U cash Management Cash Manager, UPC Meranan, KervinRequisitonf (] [ ] cach Management Cash Manager, UPC
8 [ cash Management Cash Manager, UPD Total ( j’j JJ
@ B3 cash Management Cash Officer, UPB ¢TIP Vacation Rules - Redire | Cash Management Cash Manager, UPD
J I inventory Manager, UPLE TP WorkistAccess - Spec () [ Cash Management Cash Officer, UPB
clm
# U procurement PPMP Requester, UPS ‘ Inventory Manager, UPLB
® U procurement PR Requester, UPS ,ﬂ }j Inventory Manaaer, UPS
& [ purchasing Buyer, UPS = _:| - = :
# ) system Administrator # L iprocurement PPMP Requester, UPS
=0 i ™ :
U Emplovee Seff Servie ® [ procurement PR Requester, UPS
® [J purchasing Buyer, UPS
® 0 System Administrator
® (I yp Employee Self Service
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M Step 4. Select Transactions.

Personalize

+ E]Cash Management Cash Manager, UPB

# [ cash Management Cash Officer, UPB
20 Inventory Manager, UPS

Requests
Change Organization

Notification Summary
[+ E Transactions

+ E Requisition and Issuance Slip

=0 On-hand, Availability
® O gtems
® @Accountinq Close Cycle
=0 Reports
® B setup

_El =3 iProcurement Reports
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Main Menu Step 5. Select Receiving.

Personalize

=3 Cash Management Cash Manager, UPB
5 cash Management Cash Officer, UPB
=208 Inventory Manager, UPS
Requests
Change Organization
Notification Summary
20 Transactions
Subinventory Transfer
Inter-organization Transfer
Misce lane ous Transaction
Material Transactions
Transaction Summaries
Material Distributions

[ H I JReceiving |
# [ Requisition and Issuance Slip

= On-hand, Availability
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Main Menu Step 6. Select Receipts.

Personalize

® E]Cash Management Cash Manager, UPB
® [ cash Management Cash Officer, UPB
20 Inventory Manager, UPS
Requests
Change Organization
Notification Summary
= mTransactions
Subinventory Transfer
Inter-organization Transfer
[ Misce lane ous Transaction
Material Transactions
Transaction Summaries
Material Distributions
= Receiving
Receipts
. Returns
[ Final Receipt
Corrections
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Oracle Applications Home Page x/hﬂp://putode...dbc&ng:TEST X\+ I Step 7. ClICk the CheCk bOX
& i) @ putodev.up.edu.ph8005/forms/frmservlet?appletmode=nonforms&HTMLpageTitle= &HTMLpreApplet=&icode=oracle/apps/fnd/formsClient/t v ¢ | |B~ G Pl E & AQ = then click Run.
" Yo
(( ‘ [ Security Waming g‘
= 9
]aTa 8 Do you want to run this application?
— :'E T L
Q Location:  http://putodev.up.edu.ph:8005
Running this application may be a security risk
Risk: This application will run with unrestricted access which may put your computer and personal
information at risk. The informati ided is unreliable or unknown so itis 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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O Find Expected Receipts (UPB) - E 5 Step 8. Find Expected
Receipts window will appear.

Supplier and Internal l Customer

Operating Unit [UF’ Baguio .
On the Purchase Order field

swgenge click the ellipsis {(...).
Purchase Order ’ Release
Line | Shipment |
Requisition Line Shipment
Supplier { Supplier Site {

[Include Closed POs

Receiving Location {

ltem Date Ranges  Shipments Destination

ltem, Rev ’

Category {

Description ’

Supplier ltem {

Unordered 7 Clear |

Initial Receiving of Items
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Purchase Orders [ X]

Enter a partial value to limit the list, % to see all values.

may be significantly faster.

Warning: Entering % to see all values may take a very long time. Entering criteria that can be used to reduce the list

Find|10

Purchase Order

Operating Unit

Type

I

Cancel |

Supplier
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Enter the PO Number and click
Find button

Select the PO Number and lick

OK button.

Find|10%

U

P System

Sunnlisr

Standard

PS-DBEM

Initial Receiving of Items

File Ref: ITDC — SPCMIS — UG Initial Receiving of Items — 20170313 (v 3.0)

13



Doc Ref: SPCMIS User Manual — Initial Receiving of ltems

O Find Expected Receipts (UPD) &R then click Find

Customer

Operating Unit [UF‘ Diliman
Source Type | All v
IPurchase Order [17 rl Release

Line | Shipment
Requisition Line Shipment
Supplier Supplier Site

[ Include Closed POs

Receiving Location
m Date Ranges ~ Shipments Destination

ltem, Rev [
Category {
Description [
Supplier ltem [
7 Unordered 7 I Clear 7 ( Find )
Initial Receiving of Items 14

File Ref: ITDC — SPCMIS — UG Initial Receiving of Items — 20170313 (v 3.0)



Doc Ref: SPCMIS User Manual — Initial Receiving of ltems

= “lolx Step 9. Receipt Header
@ O Receipt Header (UPS) mER window will appear.
C Add To Receipt Fill in the required fields:
Receipt Receipt Date 05-DEC-2014 09:43 L[]
Supplier DR/Inter-Org No. Delivery Date .
Packing Slip Wayhill/Airbill S
Freight Carrier Bill of Lading S
Containers Received By ’Martillo, Mr. Wilfredo Dizon .
Supplier |PS-DBM g
Comments [ ‘ ]
F | = Al “»
Operating Unit  UP System Order Type  Standard
Supplier PS-DEM Order 10
ltem Description Paper Shredder, Cutting Width: 3hm-4h Due Date 30-OCT-2014 00:0C
Destination System-Martillo, Mr. Wilfredo Dizon-- Hazard
Header Receiver Note UN Number
Shipment Receiver Note Routing Standard Receipt
Lot - Serial Cascade Express Header
T |
. ‘ Enter Supplier DR/Inter-Org
supplier DR{Inter-Org No. No.
f
Initial Receiving of Items 15
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Delivery Date |

]

O Calendar

L’l\ December 2014 i|l’

S M

30 1
7

14 15

21 22

28 29
4 5

T
2
9
16

23

30
6

12. ~((00 ~

W T F S
3@5 6
10 12 13
177 18 19 20
24 25 26 27

N1 2 3
78 9 10

04-DEC-2014

(= E\M - EM

Cancel

J
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Enter Delivery Date.

Select the Date and click OK
button.

Comments

Enter Comments.

Initial Receiving of Items

File Ref: ITDC — SPCMIS — UG Initial Receiving of Items — 20170313 (v 3.0)

16



Doc Ref: SPCMIS User Manual — Initial Receiving of ltems

File Edit View Folder Tools Window Help Receipt number will appear.
Boolgl-88P® € IhE L LBOP% 2
[E Note: Take note of the
O Receipt Header (UPD) ™ [=] E3 generated Receipt number in
i the delivery receipt.
= hNew Receipt  Add To Receipt
Receipt 4 Receipt Date [29-OCT-2014 17:37
[ Supplier DR/Inter-Org No. | DR-001 Delivery Date [20-OCT-2014 00:0C J
[ Packing Slip | Wayhill/Airbill | :
[ Freight Carrier | Bill of Lading |
[ Containers [ Received By [Ileto, Mr. Roy lllavera
[ Supplier [AVNET Electronics Marketing
E Comments [Late Delivery [|_ ]
= I x ol
Initial Receiving of Items 17
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O Receipt Header (UPD)

Receipt

Supplier DR/Inter-Org Mo.
Packing Slip

Freight Carrier
Containers

Supplier

Comments

= New Receipt
4
DR-001

[AVNET Electronics Marketing

 Add To Receipt

Receipt Date 29-OCT-2014 17:37
Delivery Date [m
Waybilliaibill |
Bill of Lading =

Received By [Ileto, Mr. Roy lllavera

[Late Delivery

O Receipts (UPS)

Shipment Receiver Note

Lines Details Currency Order Information  Outside Services  Shipment Information
Secondary Destination
Quantity UOM Quantity UOM Type ltem Rev  Description L[]
Y | 00fpe | | |Receiving [FF-CM-000001 [ [Chair, Monobloc, BJE |.
o] 10fsht | 5 bun [Receiving [OF-CA-000008 [ [cartolina, White, 9E |
[ [ R [ [ [ [
[ [ R [ [ [ [
[ [ R [ [ [ [
[ [ R [ [ [ [
[ 1 ) [ [ [ )3
& || = 4| | >
Operating Unit {UF’ System Order Type | Standard
Supplier |PS-DEM Order |11
ltem Description {Chair. Monobloc, Beige, With Backrest, * Due Date [30-OCT-2014 00:0C
Destination {Baguiu-Suyat, Mr. Rodolfo Tabajonda Jr.- Hazard
Header Receiver Note { UN MNumber
{

Routing {Standard Receipt

Lot - Serial Cascade

Express Header '

Initial Receiving of Items
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Step 11. Close Receipt Header
window.

Receipts window will appear.
Quantities stated in each line
are based from the Purchase
Order.

18



O Receipts {(UPS)
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™ = B3

[ l
[ |
| |
[ l

5= :

4

Details Currency Order Information  Outside Services  Shipment Information
Secondary Destination

Quantity UOM Quantity UOM Type lterm Rev  Description L[]
200pe | [ Receiving FF-CM-000001 | [Chair, Monabloc, BJE | =

10fht | 5 lbun Receiving \OF-CA-000008 | [Cartolina, White, 3 |
L l | | L [ [
L l [ [ [~

L | [ [ [

L l | [ [

L] l [ [ [

[
(
|
[

v

Operating Unit ’UP System
Supplier [F’S-DEIM
ltern Description {Canolina, White, 99Gsm Min

Destination ’Baguio-Suyat, Mr. Rodolfo Tabajonda Jr.-

Header Receiver Note [

Shipment Receiver Note [

Order Type  Standard
Order 11
Due Date |30-OCT-2014 00:0C
Hazard ,—
UN Number [—

Routing [Standard Receipt

Lot - Serial Cascade

Express l Header )

Initial Receiving of Items
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Step 12. Check items to be

received and enter the delivered

quantity.
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Shiprvect Reconw Ny

Uses 1 Derwie Comercy Ovier Wiawvaten  Ounide Senices  Shipnant vl co
Secondwy Dadtnatnon
Cuantty VOM  Cuantty LOM Tepe T Fer  Descrgtion 1113
" 80|»: Recening Sar, Massbee B E
e | LS 1 bun Hecwning Catohas, Wivte, 2 £
Operateg Ut UF Syitem Ovder Type  Slarchind
Sppler PLLEN Oy 11

o Dadtrption  Catobas, White, 359G Ma Dee Do WOCT-2014 0 (X
Destrvation  BageioSupar. Wr. Rodolls Tabagasds & Harwd
Heacer Reconw Nt UN Narber

Routing |Z2arcart Hecept

[t )

| O TR

TR TE TS P I o |

Fod

Step 13. Click Save button.

Confirmation of saved
transaction will appear on the
lower part of the page.

° For Partial Deliveries,
follow the STEPS 1 to 13 until
the completion of the received
items.

Step 14. After completing the
Initial Receiving of items,
generate the

UP Inspection and
Acceptance Report
(click the link to view guide)

Initial Receiving of Items
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Result Information:

Expected Results:

Full / partial item/s received.

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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