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1. DOCUMENT CONTROL
1.1 Change Record

27 September 2021 | Mico Alfred Pufio 1.0 | Initial
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2. Description

Generation of UP BAC Resolution Small Value
Procurement

Supplies, Procurement and Campus Management
Information System

Purchasing SPMO Buyer and Purchasing Manager

To generate a BAC resolution document for approval of the
Vice President for Administration

Approved Bid Number

Created Invitation to Bid

Approved Bid

Complete Supplier details

After the approval of Bid and the recommendation of the
Bids and Awards Committee the SPMO Buyer or
Purchasing Manager will generate the UP BAC Resolution
Small Value Procurement report.

Mico Alfred Pufio
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Step 1. Go to uis.up.edu.ph

- & Ly gecgn.cr o @ T no e =
Step 2. Log-in your UP Mall
credentials
(e.g. username and password)
Google
Sign in

Lige yomr Cioing W ALl
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University Information System Home Page

Navigator

Personalize

I’ B Purchasing Manager, UF'SI

|« B2 Purchasing SPMO Buyer, US|
|=8l AutoCreate
= Print Purchase Order (PO)
» B8 Buyer Work Center
b BE Purchase Orders

b B9 RFQ/ITB and Quotations/Bids
» Bl Setup

Worklist
Full List
HeEay @
From Type Subject Sent
There are no notifications in this
view.

@ TIP Vacation Rules - Redirect or auto-respond to notifications.

Logged In As MaPuNO (@) o
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Step 3. On the homepage, select
Purchasing SPMO Buyer, <CU>
or

Purchasing Manager, <CU>

Navigate to Requests.
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Step 4. Java application will launch
with Security Warning, tick the
checkbox and click Run.

A 9
- ) Do you want to run this application?
B =

.
/ ' Publisher: UNKNOWN
L]

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

I ] information at risk. The information provided is unreliable or unk soitis
run this application unless you are familiar with its source
Mare Information

Select the box below, then click Run to start the application
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5 Find Requests

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

" Specific Requests

Reguest ID

Mame
Date Submitted

Date Completed

Status |
FPhase |
Requestor
[ Include Reguest Set Stages in Query
Order By |H&que-5t ID 1r|
Select the Number of Days to View: [
(Suhmit a New Fi'.equest.-.| || Submit New Request Set. .. | | Clear | Find

Generation of UP BAC Resolution Small Value Procurement
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Step 5. Find Requests window will
pop up.

Click Submit a New Request.
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Run thisgeqest_" Step 6. On the Name Field, click the
ellipsis (...) to search the UP BAC
i Resolution (SVP).
|Name UP BAC Resolution (SVP)| You may type UP%
Operating Uni then press Tab button on your
Parameters keyboard and select UP BAC
Language Resolution (SVP) from the list.
Language Settings Debug Options

At these Times...

Run the Job As Soon as Possible Schedule

Upon Completion...

¥ Save all Output Files Burst Qutput
Layout Options
Motify
_ Delivery Opts
Print to
Help(©) | ( Submi Cancel |
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© Parameters Ed

BAC Resolution MNo. |
Bid Number
Approved Date of BAC Meeting
Chairperson
Vice Chairperson
Member
Member
Member
Alternate Member
Alternate Member

Approved By

1]
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Qanceljl

Clear ),I

Help |
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Step 7. Parameters window will
appear.

Fill out

-  BAC Resolution No.

-  Bid Number

- Approved Date of BAC
Meeting

- Chairperson

- Vice Chairperson

-  Member

-  Member

-  Member

- Alternate Member

- Alternate Member

- Approved By

then click OK.
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© Submit Request B

Run this Request. .

Mame
Operating Unit
Parameters

Language

At these Times_..
Run the Job

Upon Completion__

Layout
Motify
Print to

Help(C) |

UP BAC Resolution (SWVP)

Copy...

American English

As Soon as Possible

¥ Save all Output Files

UP BAC Resolution (SVP)

noprint

( Language Settings._. | Debug Options

Schedule...

)

Burst Qutput

Options__.

)

Delivery Opts

)

Cancel

Submit ﬂ
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Step 8. You will be redirected back
to the Submit Request window,
click Submit.
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@ Request submitted.
(Request ID = 7014314)

Submit another request?

O Find Requests

' My Completed Requests

' My Requests In Progress

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

Requestor

[Include Reguest Set Stages in Query
Order By |RequestID

Select the Number of Days to View:

Submit a New Request___| | Submit New Request Set___ Clear
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Step 9. On the decision to submit
another request, click No.

Step 10. On the Find Requests
window, click Find.
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O Requests
------------- E. efreshData Find Requests | [ Submit a Mew Request... | [ Submit Mew Request Set... )I
W Auto Refresh (K) ( Copy Single Request | [ Copy Reguest Set.. |
Request ID
_ MName Phase ~_Status Parameters
J 7014314 |UP BAC Resolution (SVP) | Completed | [Normal 276, 24471, 01-2021, 44, 2021 ~
7014132 |UP BAC Resolution Public | Completed  |Normal 276, 24471, 02-2021, 64, 2021
7014156 |UP BAC Resolution Public | Completed  Normal 276, 24471, 01-2021, 48, 2021
7014136 |UP BAC Resolution Public | Complsted  |Normal 276, 24471, 1-2021, 48, 2021/
7014033 |UP Invitation to Bid \ Completed  Normal 276, 123, 11, qwe, 2021/09/27
7014033 |UP BAC Resolution Public | Completed  |Normal 276, 24471, 1-2021, 64, 2021/
7010942  |UP BAC Resolution Direct | Completed  Normal 276, 24471, 11-2021, 67, 2021
7010941  |UP BAC Resolution Direct | Completed  |Normal 276, 24471, 11-2021, 67, 2021
7010934  |UP BAC Resolution Direct | Complsted  |Normal 276, 24471, 11-2021, 67, 2021
7010929 |UP BAC Resolution Direct | Completed  Normal 276, 24471, 112021, 67, 2021 -
( Hold Request [ View Details... | [ Rerun Request | [ Wiew Output )I
( Cancel Request [ Diagnostics ,-I ( View Log... (J) ,-I
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Step 11. The Requests window will
appear. Click Refresh Data until the
Phase becomes Completed and
Status, Normal.

Then, click View Output.
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Expected Result:

UNIVERSITY OF THE PHILIPPINES
SYSTEM
Bids and Awards Committee

Déliman, Cuezon City, Metro Manila, NCR
TIN: 000-854-006-00000

BAC RESOLUTION NO. 01-2021
RECOMMENDATION FOR AWARD THROUGH
ALTERNATIVE MODE OF PROCUREMENT: SMALL VALUE PROCUREMENT

The Bids and Awards Committee (BAC). in its meeting on September 27, 2021, resolved
to recommend for approval of the Vice President for Administration, the award of the contract for the
procurement of ITEMS A, ITEMS B to ABC Trading with office address st ABC Townhouse EFG
Avenue, GIH City, PH with a contract amount of Five Thousand Pesos (Php 5,000.00), through
Alternative Mode of Procurement in view of the following justifications.

+ Comipliance with all end-user's tachnical requiremants.
# Compliance with legal requirements

Done this 2Tth day of September 2021 Diliman, Quezon City.

Wice Chairperson Member
Member Member
Altlemate Member Alternate Member

Approved By

‘ice President for Administration

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

interface.

8 0= Sap , 301 170302

TEITLTIN Paga tart
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