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1. DOCUMENT CONTROL
1.1 Change Record

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

Generation of UP Notice to Proceed

Supplies, Procurement and Campus Management
Information System

Purchasing SPMO Buyer and Purchasing Manager

To generate a Notice to Proceed for release to winning
bidder/supplier

Approved Bid Number

Created Invitation to Bid

Approved Bid

Entered Notice to Proceed Date

Complete Supplier details

After Bid is approved the SPMO Buyer or Purchasing
Manager will generate the UP Notice to Proceed that will be
given to the Supplier.

Mico Alfred Pufio
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Step 1. Go to uis.up.edu.ph
Step 2. Log-in your UP Mail
Google credentials
Sign in (e.g. username and password)
Lige yomr Cioing W ALl
=3
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Step 3. On the homepage, select

:I University of the Philippines * 'IEI- | Logged In As MQPUNO o L')

Purchasing SPMO Buyer, <CU>
or
Purchasing Unit Buyer, <CU>

University Information System Home Page
Navigate to RFQ/ITB and
Quotations/Bids >

Navigator Worklist Quotations/Bids.
Personalize Full List
HeEH&y m
I' F‘urchasinﬁ I‘\.'1anaﬁer. UF'SI From Type Subject Sent
4 B Purchasing SPMO Buyer, UPS There are no notifications in
[&8 AutoCreate this view:
(58 Requests (@ TIP Vacation Rules - Redirect or aute-respond to notifications.

| Print Purchase Order (PO)
» Em Buyer Work Center
» Bm Purchase Orders
| « B rFiTB and Quotations/Bids |
[E RFQITB
I [E Quotations/Bids I
b Bm Setup

Generation of UP Notice to Proceed
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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 to Proceed
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HY|® 28 SP XPDPER LBDILE 2 . . .
OREEE— Step 5. Quotations window will
Operating Unit  [SS8<31 ’_ appear.
Number | Type | RFQ | Click, Find.
Supplier | Site | Contact ‘
Ship-To |Uni'-xersit1,,-r of the Pk Bill-To |Ur1iu'ersi13-r of the Pk Status ‘In Process
Description | Supplier Quote ‘
[ Approval Required Response Date ‘22—8EF’—202‘1
Effectivity | - Buyer |Pufio, Mr. Mico Alfred Q
Currency ’W [|_]
ltems | Mare
- MNum  Type ltem Rev Category Description UomM [ ]
| . | | | | [ =
| | | | 0.
[ | | | | | [ [
[ | | | | | [ [
[ | | | | | [ I3
I e | 3
[tem | |
( Currency... ‘ [ Terms Shipments Approve...

Generation of UP Notice to Proceed
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5] e

Operating Unit  TEESTEED

Numbsar Type RFQ

Suppher Site Contact

Ship-To  University of the Pt Bill-To  Liriversity of the Pt Status I Process

Dwscription Supplier Quote
Approval Requined Response Date  12-5EP-2021
Eftictiity = Buyer Mequias, Riza Abuzg
Curency FHF [ |0

Iberes | Bore

Num  Type Ibam e Catagory 1

[ [z |

Ouotation Humber  Operating Linit Type Stabss i

Ibisim

Currancy Terms Ship

D Cancel

Generation of UP Notice to Proceed
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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 from the list.

Click OK.

10
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© Cuotations - 49
Operating Unit :UF' Spstem{
Number 49 ' Type Bid RFQ [11
Supplier 'Pdlled Appliances Site 'LAGUNA Contact -
Ship-To |Uriversity of the PF Bil-To [University of the Pt Status |Active
Description |Imvtation to BID PR#137 Supplier Quote |
Approval Required Response Date | 16-AUG-2021
Effectivity |16-SEP-2021 - [18-0CT-2021 Buyer [Pufio, Mr. Mico Alfred G
Currency PHP I[.13 1
(items| More
MNum  Type ltem Rev Category Description oM [ ]
B Goods _ OTH MACHINERY |Refrigerator, Two Door. [un

Item [

Refmgerator, Two Door, nearly 6.5 cu ftto 7.5 cu ft, built-in stand, semi auto de

Currency.. Terms | | Erice Breaks Approve...

Generation of UP Notice to Proceed
File Ref: ITDC-SPCMIS-Generation-of-UP-Notice-To-Proceed-22 September 2021 (ver.1.0)

Step 7. On the Quotations Header,
click on the Others field.
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@

Operating Unit  UP System
Number 49
Supplier Allied Appliances
Ship-To  University of the PH
Description Invitation to BID PR#137
[ Approval Required
Effectivity 16-SEP-2021 -

Items | Mare

Type Bid
Site LAGUNA

Bill-To  University of the Pk

16-0CT-2021

RFQ 11
Contact
Status  Active

‘O PO Headers

Purchase Request Mo. (137
Obr/BUR Mumber |-

Mode of Procurement |Competitive Bidding

Num  Type [tem

. 1 Goods

Rev Cat§ Responsibilitiy Center | SAD1005001
OTH

Source of Fund (1) 1101 General Fund

Special Code |- Unspecified
Pre-Bid Conference
Eligibility Check
Opening of Bids
Bid Evaulation

Item

Currency...

Refrigerator, Two Door, nea

Terms

Post Qualification
Notice of Award
| notice to Proceed [22-sEP-2021

Contract Signing

O

UPS Office of the President

I3

Competitive Bidding

Qancel) Clear) Help )

Generation of UP Notice to Proceed
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Step 8. PO Headers window will
appear.

Enter the Notice to Proceed date.

Then, click OK.

12



Doc Ref: SPCMIS User Manual — Generation of UP Notice to Proceed

© Quotations - 49

Operating Unit

UP System

S0P RDDER LB E R

Step 9. Click Save.

Confirmation will appear at the
bottom of the window.

Number 49 Type Bid RFQ 11
Supplier |Allied Appliances Site IW Contact |
Ship-To |University of the Pk Bill-To |University of the Pk Status |Actiu'e
Description |Invitatiuntu BID PR#137 Supplier Quote ‘
["! Approval Required Response Date |15—AUG—2021
Effectivity |16-SEP-2021 - [16-0CT-2021 Buyer |Pufio, Mr. Mico Affred Q
Currency PHP [E]
ltems | More
Num  Type ltem Rev Category Description UOM [ ]

\OTH MACHINERY |Refrigerator, Two Door, 1

un

|Refrigerat0r, Two Door, nearly 6.5 cu ft to 7.5 cu ft, built-in stand, semi auto de

|

( Currency... Terms

Price Breaks

Approve.... )

Record: 11

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

| <0sC>

Generation of UP Notice to Proceed
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Mn!der Tools Window Help Step 10. Click View.

ﬁ % Show MNavigator

Zoom

Operatir Find...
N Find Al Type |Bid RFQ |'1‘1
g QueryByExample ¥ Lo Site |LAGUNA Contact |
S Record » he PF Bill-To |University of the PF Status |Active

PADDER LIPS 2

Then, click Requests.

Desc Translations. . D PR#137 Supplier Quote ‘
Atachments... quired Response Date |‘IE-AUG-2021
Ef o mmariDetail - 18-0CT-2021 Buyer |F'uﬁc|. Mr. Mico Alfred Q
- : Currency PHF [E 1
ok Bequests |
Mum  Type [tem Rev Category Description UOoM [ ]

. |Gnods
|
|
|
|

|OTH MACHINERY |Refrigerator, Two Door, f/un

I T | »
[tem | |Refrigerator, Two Door, nearly 6.5 cu ft to 7.5 cu ft, built-in stand, semi auto del
( Currency... | [ Terms Price Breaks Approve... ,I

Generation of UP Notice to Proceed
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O Find Requests ' \?vhclegolplh;ind Requests window

i ' My Completed Requests

Click Submit a New Request.
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: T

(Suhmit a New Fi'.equest.-.| || Submit New Request Set. .. | | Clear | Find )

Generation of UP Notice to Proceed
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O Submit Request
Run this Request...
( Copy... )I
Mame |L|F‘ Motice to Proceed |_
Operating Unit
Parameters |
Language |
( Language Settings... | Debug Options
At these Times. ..
Run the Job As Soon as Possible ( Schedule._.
Upon Completion...
¥ Save all Output Files Burst Output
Layout | ( Cptions. ..
Notify |
Delivery Opts
Print to | ( b
[ Hepc) | ( Submit | Cancel )

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

You may type UP%

then press Tab button on your
keyboard and select UP Notice to
Proceed from the list.

16



O Parameters

Approved Bid Number. |49 Invitation to BID PR#137

No. of Days to Comply |3

I e
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Step 13. Parameters window will
appear.

Fill out
- Approved Bid Number
- No. of Days to Comply
- SPMO Head

| B - Position

IQanceIJI (Clearjl (Help)]

then click OK.

Generation of UP Notice to Proceed
File Ref: ITDC-SPCMIS-Generation-of-UP-Notice-To-Proceed-22 September 2021 (ver.1.0)

17



O Submit Request
Run this Request. .

MName
Operating Unit
Parameters

Language

At these Times...
Run the Job

Upon Completion. ..

Layout
MNotify
Print to

[ Hebc) |
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|LIF' Motice to Proceed

|Americ an English

( Language Settings... [ Debug Options

As Soon as Possible

¥ Save all Output Files

| Schegule .

Burst Output

|UP Matice to Proceed

( Options...

J

|n0print

( Delivery Opts

J

| Submit I I Cancel

Generation of UP Notice to Proceed
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Step 13. You will be redirected back

to the Submit Request window,
click Submit.

18
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O Decision
@ Request submitted.
(Reguest ID = 70082458)

Submit another request?

L B T T

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 |Request 1D i
Select the Number of Days to View: [
Submit a New Request___| | Submit New Request Set___ Clear | | Find )

Generation of UP Notice to Proceed
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Step 14. On the decision to submit
another request, click No.

Step 15. On the Find Requests
window, click Find.

19
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)

O Requests

( Refresh Data ||I Find Requests | [ Submit a Mew Request. .. | I Submit Mew Request Set___ JI
! Auto Refresh (K) ( Copy Single Request | I Copy Reguest Set__.

Request ID Parent

_ MName | Bhaco Status Parameters

7008258 |UP Notice to Proceed | Completed  |[Normal 276, 24471, 49, 3, DI -

7008255  |UP Notice to Proceed | Completed  |Normal 276. 24471, 49, 3, [
7007337 |UP Motice to Proceed | Completed  [Normal 276, 24471, 49, 3, (A
7005837 |UP MNotice to Proceed | Completed  [Normal 276, 24471, 48, 3, (I
7002960  |UP Notice to Proceed | Completed  [Normal 276. 24471, 49, 2. [ EEE
7002937 |UP Motice to Proceed | Completed  [Normal 276, 24471, 49, 3, [
7002930 |UP Notice to Proceed | Completed | Normal 276, 24471, 49, 10 [ NG0B
7002867  |UP Notice to Proceed | Completed  [Normal 276. 24471, 49, 10
7002743 |UP Notice to Proceed | Completed  [Normal 276, 24471, 44, 10
7002699 |UP MNotice to Proceed | Completed  [Normal 276, 24471, 49, 10 -
( Hold Request I View Details. .. ‘ [ Rerun Request | I View Output
( Cancel Request I Diagnostics J ( View Log... (J)

)

Generation of UP Notice to Proceed
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Step 16. The Requests window will
appear. Click Refresh Data until the
Phase becomes Completed and
Status, Normal.

Then, click View Output.

20
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Expected Result:

UNIVERSITY OF THE PHILIPPINES
SYSTEM

Diliman, Quezon Gy, Mt Manit, NCR
Tik: 009-384-008-00080

Notice to Proceed

September 12, 2021

ABC COMPANY .
Brgy. Batong Malake, Los Bafios, Laguna, PH

Tel. Namber: 123-4567
Fax Number: 234-567
Email Address: abc(@email com

Dear Sir/ Madama:

Ths attached Purchase CrdsrContract having besn approved, notice is hersby given to ABC COMPANY
that the work commerce on the purchase of Invitation to BID PR#137 Refrigerator, Two Door, nearly 6.5 cu ft
to 7.5 cu ft, built-in stand, semi auto defrost, low noise comp - big freezer, big chiller, biz vegetable box,
color silver, brand new. effective on September 16, 2021 or 3 days after receipt of thiz notice.

Upon receipt of this notice. vou are respensible for performing the services under the terms and condition of the
Agreement and in accordance with the Implementing Schadule,

Pleaze acknowledze recaipt and acceptance of this notics by siznirg both copies in the space provided for. Kesp one
{1} copy 2nd returm the ather to the UPS Office of the President.

Very truly vours,

Conforme:

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

interface.

Sioport QUnCratn W LI® etfusarene Suhs Mo 1.8 07 Saptwrioer T2, 21 105508

Pzt
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