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Date Author ;{grr] Change Reference
Julius Ermitanio & Initial Issue and
05 February 2014 Michael Angelo Soliven 1.0 Review
Julius Ermitanio &
29 October 2014 Michael Angelo Soliven 2.0 | Update
Julius Ermitanio &
01 December 2014 Michael Angelo Soliven 3.0 | Update
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- Added steps 1
and 2
- Changed
: : screenshots
08 February 2021 Riza Nequias 3.1 . Created a
separate manual
for the
generation of
AOQ
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2. Description

Entering Quotations

Supplies, Procurement and Campus Management
Information System

Purchasing Unit Buyer

Purchasing SPMO Buyer

Purchasing Manager

To enter the quotations submitted by the suppliers in the
system

RFQ Number

Request for Quotation (RFQ) was created in the system
RFQ status is “Active”

After receiving price quotes from suppliers, the buyer will
enter the quotations in the system

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

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

User Name

( )
Password

2 B
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University Information System Home Page Step 3. Onthe homepage’ select
Purchasing Unit Buyer, <CU>
Navigator or
Worklist .
o Purchasing SPMO Buyer, <CU>
Personalize Full List or
HaGd&v @ Purchasing Manager, <CU>
4 9 pyrchasing Unit Buyer. UPS I From Type Subject Sent
=8 autoCreate There are no notifications in this
[ View. .
e \ Then navigate to
'_‘F:mt Purchase Order (PO) f TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ B8 Buyer work Center . .
b B purchase Ondere o RFQ/ITB and Quotations/Bids >
| B3 rroiTe and Quotations/ics] avorties — RFQ/ITB
You have not selected any favorites. Please use the
2 quotations/Bids "Personalize" button to set up your favorites.
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¢ Java

Do you want to run this application?

/
/ ' Publisher: UNKNOWN
O Location:  http:/juis.up.edu.ph

Running this application may be a security risk

Risk: This application will run with unrestricted access which may put your computer and personal
Jed not to

soitis

information at risk. The information provided is ligble or unk
run this application unless you are familiar with its source
More Information

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

Step 4. The Java application will
launch with Security Warning.

Tick the checkbox and click Run.
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2ol 28O P € PhER LBIPY S D Step 5. On the toolbar click the Find

O RFOs - [New] | icon.

Operating Unit  UP Systeml |_ ) ] )
Number Tyee | Created [03-FEB-2021 The Find RFQs window will open.
Ship-To |University of the Pk Bill-To |University of the Ph Status |Ir1 Process

Due Date Reply Via |

Close Date |

[ Quote Approval Required Buyer |de|a Cruz, Mr. Juan Rey

Quote Effectivity | =
Currency |PHP [r]

ltems | More

Description

Mum  Type ltem Rev Category Description Uom [ ]

e | 3

ltem | |

( Currency. .. | [ Terms Shipments Suppliers
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Find RFCls

LP System request for CQuotati...

Active

1 aaaaaaaaaaaaaaa
ffffffffffffffff

( Find ! oK ||‘Qancell
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Step 6. On the Find field, search for
the RFQ by entering the RFQ
number.

Click Find.

Then click OK.
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Step 7. Once the RFQ appears,
Operating Unit  |MEEEEE click Suppliers.

Number |17 Type |Request for Quotati Created |U3—FEB—202‘1
Ship-To |University of the Pt Bill-To |University of the Ph Status |Active
Due Date |01-MAR-2021 Reply Via |

Description |RFQ for PR 5254 Mon-Common Use ltems(Q1-2021)- UP [TDC Close Date |
¥ Quote Approval Required Buyer |de|a Cruz, Mr. Juan Rey
Quote Effectivity | = |
Currency |PHP [E ]
ltems | Mare
~ Num  Type ltem Rey Category Description UoM [ ]
K (Goods | | 'NONE.NONE.NON Computer Table pe |2
2| |Goods | | INONE_NONE.NON Desktop Computer3.6Gtjpc | [...
Iy | | | | [0
| | | | | [ [
L | | | | [ )3
e | »
[tem | |Computer Table
( Currency. .. | I Terms Price Breaks I| Suppliers J
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O RFQ Suppliers - 17

Include In Mext RFQ Printing

~ Seq Supplier Site Contact Count Respoi
/L | = | =
| | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |

[ | | | | L=

ar— R e e 3

| AddFromlist |

. T
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Step 8. The RFQ Supplier window

will open. Click the ellipsis.
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Supplier Mames

Find Office®%Warehouse%

Supplier Mame

Office Warehouse, Inc.

4| 000000 eee e ce .
ffffffff

Supplier Mumb
32901
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The search for the name of the
supplier who provided a price
quote.

To search for the supplier, enter
the supplier name with % to view
all possible results.

Example: %Office%Warehouse%

Then, click Find.

Select the name of the supplier
from the list, then click OK.

Note: If the supplier is not listed,
kindly fill-out the Supplier
Registration Form provided by the
Supplier Manager of your CU.
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HY0 B84 P ¢ IBDER LEPPS 2
= i [=] F3
O RFQ Suppliers - 1.«: .
Include In Next RFQ Printing
- Seq  Supplier Site Contact Printed Count Respoi
|1 |Ofﬁce Warehouse, Inc. |Quezun City | v | | | =
. |2 |Elanawe Computer Squa|QUEZON CITY | v | | |
E (C-E Computer Trading |HEAD OFFICE | - | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
L | | | | [ 5
ar— e e s 3
| AddFombst. |
1 3
ltem Computer Table
Currency._. Terms Price Breaks Suppliers
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Step 9. Repeat Step 8 until all
suppliers with submitted quotations
have been entered.

Step 10. Click Save.

Then close the window.
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File Edit View F-J!-jer

Window Help

-17

Operating Unit UP System
MNumber |17
ShipTo |University of the Pk
Due Date |01-MAR-2021

Type |Request for Quotati
Bill-To |University of the Ph

(£ S © [ (& -7 CopyDocument g e L5 0

¥ Quate Approval Required

Description |RFQ for PR 5254 Non-Common Use ltems(Q1-2021)- UP [TDC

P [ ?

iy

Created
Status
Reply Via
Close Date
Buyer

Quote Effectivity |

03-FEB-2021

|Acti\.'e

|de|a Cruz, Mr. Juan Rey

Currency |PHP [E ]
ltems | More
~ Num  Type [tem Category Description UOM [ ]
B Goods | | INONE NONE NON Computer Table pc || =
-2 |Goods | | INONE NONE.NON Desktop Computer3.6Gtpc | [...|
| | | | | [ [
L | | | | [ ][
[ | | | | [ =
Al e 3
[tem | |ComputerTah|e
( Currency... ‘ I Terms ‘ l Price Breaks | I Suppliers /I
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Step 10. Next copy the RFQ details
to create a quotation document in
the system.

To copy, click Tools and select
Copy Document.
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The Copy Document window wil

appear.

Action
Mumber
Type
Supplier
Site
Contact

[ Copy Attachments

Ok | Cancel )I

Step 11. On the Action field, click

Action | E” the ellipsis.
Find[% Select Entire RFQ.
] Then click OK.
RFQ Header Only Create a Quotation from the RFQ Header
RFQ Header and Lines Create a Quotation from the RFQ Header and Lines

Find Cancel

16
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Type E

Document Types

Find|%

Type Mame Quotation Class Code
Bid CATALOG

Catalog CATALOG

Find Cancel

E Quotation CATALOG
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Step 12. On the Type field, click
the ellipsis.

Select Quotation.

Then click OK.
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Supplier ||
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suppliers

Find|%

Supplier Site Contact
. Banawe Computer Square QUEZON CITY

Z-E Computer Trading HEAD QOFFICE

Dffice Warehouse, Inc. Quezon City

ok |lcancer
5 Ok Cancel
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Step 13. On the Supplier field,
click the ellipsis to display the list of
suppliers you entered in Steps 8 &
9.

Select the first supplier on the list.

Click OK.
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¥ Copy Attachments

O Copy Docu

Action
Mumber
Type
Supplier
Site

Contact

ment

[Entire RFQ

|Quntatiun

Banawe Compute
QUEZON CITY

¥ Copy Attachments

0]:4 I [ Cancel

© Mote x]

\"j A new guotation has been copied from this RFQ. The
quotation document number is 58.
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Step 14. Check the Copy
Attachments checkbox.

Step 15. Click OK

Step 16. A Note will appear that a
new quotation has been copied
from the RFQ.

Click OK.

IMPORTANT: Please take note of
the Quotation Number. Please
write the Quotation number in
the document or quotation
submitted by the supplier.
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O RFQ to Quotation - 58
Operating Unit  [SE8SEET

Mumber |58 Type |Quotation RFQ |‘1T
Supplier |Banawe Computer Site |QUEZON CITY Contact |
Ship-To |University of the Pk Bill-To |University of the Pk Status ||r1 Process

Description |RFO for PR 5254 Mon-Common Use ltems{Q1-2021)- UP [T Supplier Quote |
W Approval Required Response Date |U3—FEB-2[]21
Effectivity | - | Buyer |de|a Cruz, Mr. Juan Rey
Currency PHP [|§ ]
m More
Num  Type ltem Rev Category Description UoM [ ]
B [Goods INONE NONE NON|Computer Table e |2

|

| INONE NONE NON |Desktop Computer3.6Gtpc | ’

| | | [ 10

| | | [ 10

| [z
3

' |2 |GDDdS

[tem | |Computer Table

( Currency... ‘ [ Terms Price Breaks Approve...
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The RFQ to Quotation window will

appear.
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© RFQ to Quotation - 58 Step 17. Update the Status to

Operating Unit \UP System Active.
Mumber |58 Type |Quotation RFQ |‘17
Supplier |Banawe Computer Site W Contact |
Ship-To |University of the PE Bill-To Im IStatus Active| | |

Description |RFO for PR 5254 Non-Common Use ltems(Q1-2021)- UP IT Supplier Quote
| Approval Required Response Date |03-FEB-2021
Effectivity | - | Buyer |de|a Cruz, Mr. Juan Rey
Currency PHP [E ]

ltems | Mare
~ Num  Type [tem Rev Category Description UoMm [ ]
[ £ (Goods | | INONE NONE NON |Computer Table bc || 1=
2| [Goods | | INONE NONE_NON |Desktop Computer3.6Gt[pc | ||

[ | | | | | I INF

Iy | | | | [ ](]

Ny | | | | | -

L e e | ’
ltem | |Computer Table

( Currency. .. ‘ [ Terms Price Breaks I Approve.__
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©O RFQ to Quotation - 58 Enter the Effectivity Date. The
Operating Unit (UP System date range must be within 3

Mumber |58 Type |Quotation RFQ |17 months.
Supplier (Banawe Computer Site |QUEZONM CITY Contact |

Ship-To |University of the Pt Bill-To |University of the Pt Status |A-::tive
Description |RFQ for PR 5254 Mon-Common Use ltems(Q1-2021)- UP IT Supplier Quote |
[+ Approval Reguired Response Date |U3-FEEI-2U21
Effectivity |03-FEB-2021 - |03-mAY-2021 Buyer (dela Cruz, Mr_ Juan Rey
Currency PHF [|§]
Mare
Num  Type [tem Rev Category Description UoM [ ]
B (Goods | | INONE NONE NON Computer Table e || |~
-2 | [coods | | INONE.NONE.NON Desktop Computer3.6Gtpc | |....
L] | | | | E|BE
[ | | | | [ [
L] | | | | 103
A R R R R | 3
ltem | |C0mputerTahIe

( Currency... ‘ [ Terms Price Breaks Approve...
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O RFQ to Quotation - 58
Operating Unit |UF System
Mumber 58 Type |Quotation RFQ |1T
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Effectivity |03-FEB-2021

ltems | More

Supplier |Banawe Computer Site ’m Contact |
Ship-Ta |University of the Pk Bill-To |University of the PF Status |A|:tive
Description |RFQ for PR 5254 Non-Common Use ltems{Q1-2021)- UP IT Supplier Quote |
W Approval Required Response Date |03-FEB-2021

- |03-MAY-2021 Buyer |l:|e|a Cruz, Mr. Juan Rey

Currency PHP [E |

- Mum - Type [tem Rev Category Description UOM [ ]
Bl | coocs | | INONE NONE. NON|Computer Table e [ =
' Goods | | INONE.NONE.NON|Desktop Computer3.6Gtpc  |....

| | | | | HRIEE

| | | | | L[]

| | | | | 103

A Fieieeadnaaane | *

[tem | |Cc|mputerTabIe
( Currency._. ‘ [ Terms | I Price Breaks I I Approve

Step 18. Select a line item. Then,
click Price Breaks to enter the price
quote given by the supplier.

Generation of UP Request for Quotation
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Eﬁ%@ Bl 8&® ¢ D LEIBL5 | ?

‘© Quotation Price Breaks - 58

[
Price Break More
Discount Effective
Num  UOM Quantity Price Org Ship-To (%) From To [1]
l 1 pc |20 12[][]| UPS  |University of the |20 =
A R | 3
[tem Computer Table
Approve....
4 3 J
ltem Computer Table
Currency... Terms Price Breaks Approve....

|FRI'u1-4[J4[J[J: Transaction complete: 1 records applied and saved. I
Record. 111 T 1 1 | | =0sC>
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Step 19. The Quotation Price
Breaks window will appear.

Update the Price per line then click
Save.

A confirmation will appear at the
bottom of the window.

Then, close the window.
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© Quotations - 58 ' Step 20. Update the succeeding
Operating Unit |UP System guotation lines by repeating Steps
MNumber |58 Type |Quotation RFQ |‘IT 18 to 19.
Supplier |Banawe Computer Site W Contact |
Ship-To |University of the PF Bill-To |University of the Pt Status |Ac:tive
Description |RFQ for PR 5254 Mon-Common Use ltems(Q1-2021)- UP [T Supplier Quote ‘
¥ Approval Required Response Date |03-FEB-2021
Effectivity |03-FEB-2021 - |03-mAY-2021 Buyer dela Cruz, Mr. Juan Rey
Currency PHP [E]
m More
Mum  Type [tem Rev Category Description UoM [ ]
Bl  [Goods | | INONE.NONE NON |Computer Table e |2
2 |Goods | | INONE.NONE.NON|Desktop Computer3.6Glpc ...
L | | | | [ 10=
L | | | | [ ][
[ | | | | | 2
] I | 3
ltem | |C0mputerTahIe

( Currency... | I Terms | I Price Breaks | [ Approve... /I

25
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O Quotations - 58

Operating Unit

UP System

A-BSP RODEH LI DG 2

Mumber |58 Type |Quotation RFQ |1T
Supplier |Banawe Computer Site |QUEZON CITY Contact |
Ship-To |University of the Pk Bill-Ta |University of the Pk Status |f-\ctiue
Description |RFQ for PR 5254 Non-Common Use tems(Q1-2021)- UP IT Supplier Quote
W Approval Required Response Date |03-FEB-2021
Effectivity |03-FEB-2021 - |03-mAY-2021 Buyer |dela Cruz, Mr. Juan Rey
Currency PHP [IE |
ltems | Maore
~ Num Rev Category Description UOM Price 1
1 | INONE NONE NON|Computer Table loc [1500 (]
B: | RSN M Des kiop Computer3 6G I IEIL ([
| | | | [ ([
| | | | [ [[]
| | | | L [[]=
A s | »
[tem | |Des|-<:lc|p Computer3 6GHz processordGB memory1TE HDDDVD RWUSE 2.0/2
( Currency. .. ‘ I Terms ‘ I Price Breaks | [ Approve... )

Record: 2i2

IFRM-ﬂ-Ud—UUZ Transaction comglete: 1 records BEEHEG and saved. I
|

| <0sC=

Step 21. Enter quotations from the
remaining suppliers by repeating
Steps 10 to 20.

Then click Save.
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DISCLAMER: The screenshots in this
document are for illustration purpose only
and may not be the same as the final user

interface.
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