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1. DOCUMENT CONTROL
1.1 Change Record

22 September 2021 | Nequias Riza 1.0 | Initial
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2. Description

Generation of UP Notice of Award

Supplies, Procurement and Campus Management
Information System

Purchasing SPMO Buyer and Purchasing Manager

To generate a Notice of Award for release to the winning
bidder

Approved Bid Number

Created Invitation to Bid

Approved Bid

Entered Notice of Award Date in the Bid

Complete supplier contact details

After Bid approval the SPMO Buyer or Purchasing Manager
will enter the Notice of Award date in Bid PO Header and
generate the UP Notice of Award report

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

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



| University of the Philippines

University Information System Home Page

Navigator Worklist
Personalize Full List
,‘(K:i = [n {s} w [l
LB Purcnaing vanager 1105 | From Type Subject Sent

[J Em FPurchasing SFMO Buyer, UPSI
[e2] AutoCreate

There are no notifications
inthis wvigw.

[ Requests #TIP Vacation Rules - Redirect or auto-respond to notifications
__| Print Purchase Order (PO)
F B Buyer work Center
» B3 Purchase Orders
}« B9 RFQITE and Quotations/Bidy
[& rranTe

&5 Quotations/Bids

» £ Setup
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Step 3. On the homepage, select

Purchasing SPMO Buyer, <CU>
or
Purchasing Manager, <CU>.

The navigate to RFQ/ITB and
Quotations/Bid > Quotations/Bids.
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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]

¢ Java 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

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

Generation of UP Notice of Award
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Step 5. On the Quotations window,

Eile Edit View Folder Tools Window Help

G &8 S P RDDER LBIYPS 2

O Ciuotations

Operating Unit

click Find.

Nurmber Twe | RFQ |
Supplier Site ’— Contact |
Ship-To |University of the Pr Bil-To University of the Pr Status |In Process
Description | Supplier Quote
[ Approval Required Response Date |22-SEP-2021
Effectivity | - | Buyer |Nequias, Riza Abuzo
Currency W [r]
ltems | More
- Mum  Type [tem Rey Category Description Uor [ ]
| | | | | LIS
| | | | | [ 0.
| | | | | L)
| | | | | L[]
[ | | | | [0S
e e e >
[tem | |
( Currency. .. ‘ [ Terms Shipments [ Approve.

Generation of UP Notice of Award
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Cperating Unit  BJ&
Number Type RFQ
Supplier Site Contact
Ship-To  University of the P Bill-To  University of the Pt Status  In Process
Description Supplier Quote
Happroval Required Response Date  22-5EF-2021
Effectivity - Buyer Mequias, Riza Abuzo
Currency PHP [ ]
ltems | More
Find Quotations
Mum  Type Itemn Rev Category
ind43% |
Cluatation Number Operating LInit Type Status L
‘
[tem
Currency Terms Shi

Cancel

Generation of UP Notice of Award
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Step 6. On the Find Quotations
window,

enter the Bid number or ‘%’
(wildcard character).

Then, click Find and

select the Bid number.

Click OK.

10
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Operating Unit |UP System
MNumber 49 Type Bid RFQ 11
Supplier |Alied Appliances Site  |LAGUNA, Contact
Ship-To University of the Fr Bil-To |University of the Pr Status Active
Description  |Invitation to BID PR#137 Supplier Quote
L approval Reguired Response Date  |16-AUG-2021
Effectivity |16-SEP-2021 - 16-0CT-2021 Buyer Furio, Mr. Mico Alfred G
Currency FPHP [113 ] I
[tems | More
Mum  Type [tem Ren Category Description UOM [ ]
. 1 Zoods OTH MACHINERY |Refrigerator, Twa Door, jun =
A S | 4
Itemn Refrigerator, Two Door, nearly 6.5 cu ftto 7.5 cu ft, built-in stand, semi auto de
Currency. Terms ‘ ‘ Price Breaks Approve. J

Generation of UP Notice of Award
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Step 7. On the Quotations Header,

click on the Others field.
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. 1 Goods

— O x
Operating Unit UP Systemn
Number 49 Type Bid RFQ 11
Supplier  Alied Appliances Site  LAGUNA Contact
Ship-To  University of the Pk Bill-To  University of the Pt Status  Active
Description  Invitation to BID PR&137 Supplier Quote
Lapproval Required
Effectivity 16-SEP-2021 - 16-0CT-2021
Purchase Request Mo. 137
tems | Mare Obr/BUR Mumber -
Mode of Procurement Competitive Bidding
Source of Fund (1) 101 General Fund
Num  Type Item Rev

UPS Office of the President
Unspecified

Responsibilitly Center SA01005001
Special Code -
Pre-Bid Conference
Eligibility Check
Opening of Bids
Bid Evaulation

Fost Qualification

Itern

[Nouce of Award 01-0CT-2021 l
Ietice to Pracesd |

Refrigerator, Twia Dol

Currency Terms Contract Signing

Itern Category

1

Competitive Bidding

Cancel

Step 8. PO Headers window will
appear.

Enter the Notice of Award date.

Then, click OK

Clear Help

Generation of UP Notice of Award
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Operating Unit

Currency. .

Terms

UF System
Number 49 Type Bid RFQ |11
Supplier Alied Appliances Site |LAGUNA Contact
Ship-Te University of the PF Bil-To |University of the PF Status |Active
Description | Invitation to BID PR#137 Supplier Quate
M Approval Reguired Response Date  16-ALG-2021
Effectivity |16-SEP-2021 - 16-0CT-2021 Buyer Furio, Mr. Mico Alfred C
Currency PHP [113 ]
ltems | Maore
Num  Type Item Ren Category Description UDM [ ]
.n Goods OTH MACHINERY Refrigerator, Two Door, un =
A i e G | 3
ltem Refrigerator, Two Door, nearly 6.5 cu ftto 7.5 cu ft, built-in stand, semi auto de

‘ ‘ Erice Breaks

Approve. . J

FRM-40400: Transaction complete: 1 records applied and saved.

Generation of UP Notice of Award
File Ref: ITDC-SPCMIS-Generation-of-UP-Notice-of-Award—22 September 2021 (ver.1.0)
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Step 9. Click Save.

A confirmation message that
transaction has been saved will
appear.
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File Edi
3 S ¢ Show Navigator

older Tools Window Help

| % (D [

HR  LEDD 5?2

Operat Find..
[ Find Al o Type Bid RFQ |11
¢ Query By Bample * bnoeg Site |LAGUNA Contact |
: Record > If the PF Bil-To |University of the Pt Status Active
Des Translations... BID PR#137 Supplier Quote
Aftachments... Required Response Date | 16-21JG-2021
Ef SummaryDetail 21 - 16-0CT-2021 Buyer ‘Puﬁo, M Mico Alfred C
Reguests Currency W [Iﬁ]
ltemns | More
Mum  Type [tem Rey Category Description oM [ ]
[ [ Goods | | OTH MACHINERY [Refrigerator, Two Doer, un |~
| | | | | L L.
|| | | | | L IL:
|| | | | | [ [
[ | | | | [ Lk
I T | 3
Item ‘ ‘Refrigerator, Two Door, nearly 6.5 cu ftto 7.5 cu ft, built-in stand, semi auto de
( Currency. . ‘ I Terms Price Breaks [ Approve. J
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Step 10. Click View.

Then, click Request.
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File Edit Yiew Folder Tools Window Help S’FEP 11. Find Requests window
HYO OGP RDDEHE 200 D% 2 will pop up.
E . ] .4

Click Submit a New Request button

Refrassaligts : it 4 : & est Set. .
S Find Requests

Oauto Rel Oy Completed Requests Set...
Chdy Reguests In Progress
Request 1D
© Specific Requests —
I Request ID
MName

Date Submitted
Date Completed

Status
Fhase
Requestor
[Mnclude Reguest Set Stages in Query
Order By Request ID - =z
Hold Select the Number of Days to View: 7 ut

Submit a Mew Request. . ‘ Submit Mew Request Set... Clear ‘ Find l
Canc )
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O Submit Request

Run this Request. ..

Step 12. On the Name Field, click
the ellipsis (...) to search the UP
Notice of Award

You may type UP%

IName UP Motice of Award

then press Tab button on your

‘ Operating Unit
I Parameters

Language

At these Times. ..
Run the Job  |As Soon as Possible

Upon Completion. .
W Save all Output Files

Layout
MNotify
Frint to

Help |

I

)

Language Settings. .

Burst Output

( Submit

Debug Options

Schedule. ..

Options. ..

Delivery Opts

Cancel

keyboard and select UP Notice of
Award from the list.

Generation of UP Notice of Award
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Run this Request.

Name
Operating Unit
Parameters

Language

At these Times
Run the Job

Upon Completion

Layout
Motify
Print to

Help {

i

UP Motice

American English

As Soon as Possible

MSave all Output Files

UP Motice of Award

noprint

Copy

Language Setfings... Debug Options

© Parameters

Bid Mo. |49 Invitation to BID PR#137
Authorized Signatory | (T
Paosition | G
X e A e | »
Cancel Clear Help
Subrnit Cancel

Generation of UP Notice of Award
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Step 13. Parameters window will
appear.

Fill out
- Bid no.
- Authorized Signatory
- Position

then click OK.

17
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Step 14. You will be redirected back to

© Submit Request the Submit Request window.
Run this Request...
lick mit.
Copy.. ) Click Submit
MName UP Motice of Award
| Operating Unit
I Parameters |49 ( NININGEGEGEGD
Language |American English
( Language Settings. .. Debug Options
At these Times...
Run the Job A5 Soon as Possible Schedule. J
Upon Completion. ..
W Save all Output Files Burst Output
Layout |UP Matice of Award Options. .. J
Motify
) Delivery Opts
Print to  noprint L) J
Help (C) J Submit || Cancel J

18
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(Request ID = 7005251)

Submit ancther request?

O Find Requests

' My Completed Requests

' My Requests In Progress

i 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 Mew Request___| | Submit New Request Set__

[

Clear | Find )

Generation of UP Notice of Award
File Ref: ITDC-SPCMIS-Generation-of-UP-Notice-of-Award—22 September 2021 (ver.1.0)
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Step 15. On the decision to submit
another request, click No.

Step 16. On the Find Requests
window, click Find.

19
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e UL ¥FTET T OTET T CATAIRI® L w =
G900 0eP AP 200 % 2
O Reguests
Refresh Data Find Requests ‘ Submit a Mew Reguest. ‘ Submit Mew Request Set. J
VM auto Refresh (IK) Copy Single Reguest ‘ Copy Reguest Set. . J
Reqguest ID Farent
Mame Fhase Status Faramsters
Broos251  |UP Netice of Award Lompleted Norral 276, 21728, 49, (GGG -
70074186 LUP Motice of Award Completed Mormal 278, 21728, 49, -
7007410 |UP Notice of Award Completed Norrmal 276, 21728, 49, (D
7007407 UP MNotice of Award Completed Normal 276, 21728, 49, - :
T007394 P Motice of Award Completed MNormal 276, 21728, 49, 2021/09/21 0OC
TO07283 LIP Motice of Award Completed Mormal 276, 21728, 49, 2021/09/21 0C
TO07259 LF Motice of Award Completed Mormal 276, 21728, 49, 2021/09/21 0OC
T007243 P Motice of Award Completed MNormal 276, 21728, 49, 2021/09/21 0OC
T007 241 LIP Motice of Award Completed Mormal 276, 21728, 49, 2021/09/21 0C
TO07235 LF Motice of Award Completed Mormal 276, 21728, 49, 2021/09/21 0C |
Hold Request Wiew Details J Rerun Request View OLtput J
Cancel Request Diagnostics J Yiew Log... (J) J

Generation of UP Notice of Award
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Step 17. The Requests window will
appear. Click Refresh Data until the
Phase becomes Completed and
Status, Normal

Then, click View Output.

20



Expected Result

UNIVERSITY OF THE PHILIPPINES
SYSTEM

Diliman, Quezon City, Metro Manila, NCR
AT Reg. TIM: 000-264-008-00000

Notice of Award

Peter D. Ramos

Authorized Representatve

Peter D. Ramos daoing business underthe name & style of ABC Company
Brgy. Batong Malake, Los Bafios, Laguna, PH

abe@gmail.com

123-4867

Dear MR. RAMOS:

Pursuart to the approval of the UP System Bids and Awards Committee (UP System-BAC)
Resoluion Mo. 0359-21 dated and for submitting the Single Calculated and Respansive
Cluotation via Negotiated Procurement Com petitive Bidding, Peter D. Ramos doing business
under the name & style of ABC Company  is hereby awarded the contract under 3.9 of the
2016 Revised Implementing Rules and Regulations of Republic Act No. 9184, viz,

Description BIDNO A9
Imtation to BID PR#137
Requesting Unit UPS Office of the President

Approved Budget for Fourteen Thousand Mine Hundred Minety-Mine Pesos [14,999.00)
the Contract

Contract Amount Thirteen Thousand Nine Hundred Ninety-Nine Pesos (13,999.00)

Failure to enter into the said contract and/or to submit the additonal documents required under
Section 37.1 in relation to Section 40.1 of the Revised Implemerting Rules and Regulations of
the Republic Act Mo, 9184 (Rules) within the period of ten (10) days as prescribed under
Section 372.1 under the same Rules, shall constitute sufficient ground for cancellation of this
award Peter D. Rames doing business under the name & style of ABC Company  is not
required to submita performance bond.

“Wery ruly yours,

Peter D. Ramos

Authorized Representative

Peter D. Ramos doing business underthe name & style of ABC Company
Date

Fepart geneted win UPBUIING 185U Rsls a1 12 an Ssptambar 32, 3021 1042 40

206 272 PO Pagetari
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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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