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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:

Julius Ermitanio &

27 October 2014 Michael Angelo Soliven 1.0 Initial

Julius Ermitanio &
28 November 2014 Michael Angelo Soliven 2.0 Update

Reah Mae Supnet & . -
22 September 2016 Carlo Martin Evangelista 3.0 Major Revision
28 February 2017 Reah Mae Supnet 3.1 Update

Major Revision
21 June 2021 Riza Nequias 4.0 - Updated screenshots
and steps
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2. Description

Script ID UMSP010831
Script Name Creation of Supplemental PPMP for Non-Common Use
ltems

Information System Supplies, Procurement, and Campus Management
Information System

Functional Domain  iProcurement PPMP Requester

Purpose To create a Supplemental PPMP for Non-Common Use
Items to augment the approved PPMP previously created
for the year

Data Requirement None

Dependencies Charge Account Setup
Approval Path Setup
Purchase Order Information

Scenario An additional or reallocation of budget have been
approved, the user will create a Supplemental PPMP for
Non-Common use items

Author Riza A. Nequias

Creation of Supplemental PPMP Non-Common Use
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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

[l )
Password

e [l s

Creation of Supplemental PPMP Non-Common Use
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STEP 4. Navigate to the

University of the Philippines iProcurement PPMP Requester,
<CU> responsibility and select
IProcurement Home Page.

University Information System Home Page

Navigator ~
Worklist
Personalize

Full List
» Em spplication Diagnostics Heabdsy M
I:tl iProcurement PPMP Requester, UPS I From Type Subject Sent

m— iProcurement Home Page | There are no notifications in this view.
[ Request

@ TIP Vacation Rules - Redirect or auto-respond to notifications.
= Requisition and Issuance Slip

[& on-Hand ltems

= Print PPMP Common Use

[E Print PPMP Non-Commaon Use

D Print Supplemental PPMP Common
Use

[El Print Supplemental PPMP

MNon-Common Use

Creation of Supplemental PPMP Non-Common Use 7
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STEP 5. Select Non-Catalog
Request

iProcurement

Shop Requisitions

Stores Shopping Lists [l‘lon-Catalog Request

Search UPS Common-Use Supplies (Outside PS-DBM) v Go Advanced Search

Stores

UPS Common-Use Supplies and Equipment UPS Common-Use Supplies (Outside

(PS-DBM) PS-DBM)

Goods, materials, and items that are It is also called Inventory Items

repetitively used in the day-to-day operations Common-use supplies, goods, materials

of procuring entities in the performance of and items that are not in the Price List of the
their functions PS-DBM but are regularly used and kept on

stock by the Procuring Entity
My Requisitions
Full Lis{

He S8vm
Requisition Description Total (PHP) Status Copy Change Express Receive
No results found

Creation of Supplemental PPMP Non-Common Use
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STEP 6. On the Non-Catalog
Request window, enter the

Shop Requisitions

Stores Shopping Lists Non-Catalog Request
required fields
Non-Catalog Request ClearAll AddtoCart  Add to Favorites
Shopping Cart
=
Indicates required field Your cart is empty

item Type  Goods billed by quantity

* ltem Description

Category NONE.NONENONE
’ Quantity
* Unit of Measure
* Unit Price
* Currency PHP [v
[[] RFQ Required
[T] Negotiated

bt Ao X Enter Item Description
* ltem Description | | Desktop Compter ~ p

3.6GHz processor

4GB memory

1TB HDD

DVD RW

USB 2.03.0

18" display )
Wireless keyboard/mouse

Category NONE.NONE.NONE
. Quantity
* Unit of Measure
* Unit Price
. Currency PHP |y
[] RFQ Required

[] Negotiated

Creation of Supplemental PPMP Non-Common Use
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Enter Quantity

Item Type Goods billed by quantity )
* ltem Description |Deskiop Computer A
3.6GHz processor

4GB memory

1TBHDD

DVD RW

USB 2.0/3.0

187 display v
Wireless keyboard/mouse

Category NONENONENONE

” Quantity 20

* Unit of Measure Q
* Unit Price
. Currency PHP
[[] RFQ Required
[] Negotiated

ltem Type Goods billed by quantity

@ For the Unit of Measure,

* ltem Description 'Desldop Computer ~

. &
3.6GHz processor click Search ( a' )
4GB memory

1TB HDD

DVD RWY

USB 2.0/3.0

18" display ]
Wireless keyboard/mouse

Category NONE.MONEMNOMNE

* Quantity 20
* Unit of Measure
* Unit Price
*Currencv PHP | w
[] RFQ Required
[] Megotiated

Creation of Supplemental PPMP Non-Common Use
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) To search Unit of Measure,
Search and Select: Unit of Measure Cancel Select enter a key word with (%) to
view all possible results.
Search Example: pc%.
To find your [tem, select a filter itemn in the pulldown list and enter a value in the text field, then select the "Go” button
Search By Unit of Measure v | | pc% [El .
Click Go
Results
Quick Select Unit of Measure & UOM Code
[=]
2 pch pch Quick Select the unit of measure
> pck pck
Creation of Supplemental PPMP Non-Common Use 11
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Creation of Supplemental PPMP Non-Common Use
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ltem Type Goods billed by quantity [6)
* ltem Description |Deskiop Computer
3.6GHz processor
4GB memary
Category MNONENONEMNONE
* Quantity 20
* Unit of Measure  pc Q
F unit Price 35000
*Currency PHP |w
[] RFQ Required
[] Negotiated
item Type Goods billed by quantity 6
* ltem Description |Desktop Computer
3 6GHz processor
4GB memory
Category NONENONENONE
* Quantity 20
* Unit of Measure  pc Q
* Unit Price 35000
*Currency PHP |w

RFQ Required
Jegotiated

Enter Unit Price. The default
currency is PHP.

Tick the RFQ Required and
Negotiated checkboxes.

12
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Shop Requisitions

Stores | Shopping Lists Non-Catalog Request

Non-Catalog Request

x -
Indicates required field

Item Type

* jtem Description

Category
* Quantity

* §
Unit of Measure
* Unit Price

x
Currency

Goods billed by quantity

Deskdop Computer
3.6GHz processor
4GB memory

NONE.MONE.MONE
20

pc

35000

PHP (v

[¥] RFQ Required
[+] Negofiated

Clear All | AddtoCart | Add to Favorites

Shopping Cart
Your cartis empty

Creation of Supplemental PPMP Non-Common Use
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STEP 7. After entering data on
the required fields, click Add to

Cart.
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Shop Requisitions

Special Information

* Indicates required field

Selected Line

Your selection requires special information
Heb@y m

Description

Hiring Requirements

PPA Information

PPA Number
* PhilGEPS Category

Stores  Shopping Lists Non-Catalog Request

Desktop Computer 3.6GHz processor 4GB memory 1TB HDD DVD RW USE 2.0/3.0 18" display Wireless keyboard/mouse

ST UGS

L1
Mavigation Equipment =

Newspapers
Office Equipment
Office Equipment Pans and ACCESSONEs

Office Equipment Supplies and Consumables
Office Supplies and Devices

OillHeat Chemical Resistant Rubber
Ordnance Producls

Packaging Supplies and Materials

Personal Care Products

Pest Control Products

Pest Control Senvices

Dhatnnran P +

Creation of Supplemental PPMP Non-Common Use
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Continue

Unit  Quantity Price  Amount (PHP) Supplier
pc 20 35000 PHP 700,000.00

PPA Description

* Mode of Procurement v

STEP 8. Fill out the Special

Information page.

Fill in the PhilGEPS Category.

14
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Shop Reguisitions

Fill in the Mode of Procurement.

Stores | Shopping Lists Non-Catalog Request

Special Information Confinue
* Indicates required field

Selected Line

Your selection requires special information

2oty @
Description Unit  Quantity Price  Amount (PHP) Supplier
Deskiop Computer 3.6GHz processor 4GB memery 1TE HDD DVD RW USE 2.0/3.0 187 display Wireless keyboardimouse pc 20 35000 PHP 700,000.00

Hiring Requirements

PPA Information

PPA Number PPA Description
* PhilGEPS Category  Office Equipment i‘ * Mode of Procurement

<

Adjacent or Contiguous
Agency to Agency
nity Participation
Competitive Bidding
Defense Cooperation Agreement
Direct Contracfing

Emergency Cases

Emergency Procurement

Highly Technical Consultants
Lease of Real Property & Venue
Limited Source of Bidding

NGO Participation

Creation of Supplemental PPMP Non-Common Use 15
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bho  Recuisions If applicable, fill in the PPA number
and PPA Description.

Ftores | Shopping Lists Non-Catalog Request

Special Information Then, click Continue.

* |ndicates required field

Selected Line
Your selection requires spedial information.
He @i @
Description Unit  Quantity Price  Amount (PHP) Supplier
Desktop Computer 3.6GHz processor 4GB memory 1TB HDD DVD RWUSB 2.0/3.0 18" display Wireless keyboard/mouse pc 20 35000 PHP 700,000.00

Hiring Requirements

PPA Information

[PPA Number ] [PPA Description |

* PhilGEPS Category ~ Office Equipment E * Mode of Procurement  Agency to Agency E

Creation of Supplemental PPMP Non-Common Use 16
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Shop Requisitions
Stores | Shopping Lists Non-Catalog Request

Shop: Non-Catalog Request

% Confirmation

Item added successfully to the Cart. Your shopping cart contains 1 item(s).

Non-Catalog Request

* Indicates required fisld

4GB memory

* Quantity | 20
* Unit of Measure pc
* Unit Price | 35000

’Currencv PHP | w

[¥] Megotiated

ltem Type G00ds billed by quantity

* ltem Description |Desktop Computer
3.6GHz processor

Category NOMNE NONENONE

[¥] RFQ Required

Clear All AddtoCart AddioF

Shopping Cart
Your cart contains 1 line.

Recently Added Lines
Desktop Compute 20 pc

View Cart and Checkout

Creation of Supplemental PPMP Non-Common Use
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A confirmation will appear and

Added items will reflect in the
Shopping Cart

To add item/s in the Shopping
Cart, click Clear All to empty
the fields then repeat STEPS 6
to 8.
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Shop Requisitions

Stores Shopping Lists Non-Catalog Request

Non-Catalog Request

® "
Indicates required field

Item Type Goods billed by quantity

x
Item Description

category NONE.NONE.NONE
* Quantity
* Unit of Measure
* unit Price

xCurrency PHP |w
[[] RFQ Required
[] Negotiated

Creation of Supplemental PPMP Non-Common Use

Clear All

Add to Cart

Add to Favorites

Shopping Cart

Your cart contains 2 lines

Recently Added Lines
Computer Table 20 pc
Desktop Compute.. 20 pc

View Cart and Checkout

File Ref: ITDC-SPCMIS-UM-Creation of Supplemental PPMP for Non-Common Use Items-06212021-ver.4.0

STEP 9. Items will then be
reflected on the Shopping
Cart. When done adding items
you may now proceed with
checking-out by clicking View
Cart and Checkout

18
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Shopping Cart

o Purpose Desktop Computer 3.6GHz processaor 4GB memory 178 HDD DVD RW USB 2.0/3.0 18

Justification
& Need-By Date  24-Jun-2021 00:00:00 e
* Deliver-To Location  Diliman Q

Additional Header Information

* Requisition Type Proj Proc Mgmt Plan Q
Project Procurement Management Plan (PPMP)
* ltem Category
Mode of Procurement

* Source of Fund

o Responsibility Center Q
& Special Code a,
Start of Bidding Process Q
Start Date of Bidding Process g
Requires Review of Specs Q

Earmark Number

PPMP Number Q
p Show Delivery and Billing

Line Item Description

Desktop Computer 3.6GHz processor 4GB memory 1TB HOD DVD RW

1 USB 2.0/3.0 187 display Wireless keyboard/mouse

2 Computer Table

) /

Continue Shopping Edit

Unit Quantity
pc 20
pc 20
¥
LV
Save

Price

35000 PHP

1500 PHP

Total

Amount
(PHP)

700,000.00

30,000.00
730,000.00

®

Submit

Delete
@
i

Creation of Supplemental PPMP Non-Common Use
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The Shopping Cart page,
contains the headers of the
report and the summary of
items in your shopping cart.
Here you can:

« EDIT the quantity of the
items,
just place the cursor in
the quantity field and type
the amount

e DELETE aline, by
clicking on the trash icon
found on the right most
column

e Click Continue Shopping
to return to the
iProcurement
Homepage if you still
need to add more item

e Click Save to save your
requisition and proceed to
checkout

o Click Edit after filling in
the required details
marked by an asterisk (*)
then proceed to checkout

e Click Submit if you are
done in adding items and
add or update the details
of your requisition.

e Click Continue
Shopping, to return to the
iProcurement homepage
to add more items

19
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% STEP 10. Fill-out the
Shopping Cart headers.

Shopping Cart

* Purpose | Supplemental PPMP Non-Common Use ltems (2021) - UP ITDC | Fill-in the Pu rpose following
Justification the naming convention below:
* Need-By Date  24-Jun-2021 00:00:00 [
* Deliver.To Location  Diliman Q

Supplemental PPMP Non-
Common Use Items (Year) —
* Requisition Type  Proj Proc Mgmt Plan Q Office
Project Procurement Management Plan (PPMP)
* Item Category Q Example: Supplemental
Mode of Procurement Q PPMP Common Use Items
* Source of Fund Q (2021) - UP ITDC

* Responsibility Center Q

Additional Header Information

* Special Code Q
Start of Bidding Process Q
Start Date of Bidding Process g
Requires Review of Specs Q
Earmark Number

PPMP Number Q

p Show Delivery and Billing

Amount

Line Item Description Unit Quantity Price (PHP) Delete
Desktop Computer 3.6GHz processor 4GB memory 178 HDD DVD RW USB =

1 2.0/3.0 18" display Wireless keyboard/mouse pe 20 35000] FHE?)  700,000.00 JuT

2 Computer Table pc 20 1500 PHP 30,000.00 ‘fﬂ

Total 730,000.00

) / < ®

Continue Shopping Edit Save Submit

Creation of Supplemental PPMP Non-Common Use 20
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Shopping Cart
= Purpose  Supplemental PPMP Non-Comman Use Items (2021) — UP ITDC|

Justification

* Need-By Date 24-Jun-2021 00:00:00 lig
* Deliver-To Location  Diliman Q

Additional Header Information

* Requisition Type Proj Proc Mgmt Plan

Project Procurement Management Plan (PPMP)

Search and Select: Requisition Type Cancel

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go” button.

Search By Requisition Type |w | Go
Results
Quick Select Requisition Type Description
* Praoj Proc Magmt Plan Project Procurement Management Plan (FFMP)

- ]

Aboutthis Page

Select

Creation of Supplemental PPMP Non-Common Use
File Ref: ITDC-SPCMIS-UM-Creation of Supplemental PPMP for Non-Common Use Items-06212021-ver.4.0

STEP 16. On Requisition
Type, click Search (% ).

The Search and Select:
Requisition Type window
will appear.

Clear the text in the search
field then click Go

21
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Search

About this Page

Search and Select: Requisition Type

Search By Requisition Type | w
Results
Quick Select Requisition Type Description
O i Proj Proc Mgmt Plan Project Procurement Management Plan (PPMP)
9] i Supplemental PPMP Supplemental PPMP or Inclusion to PPMP

Cancel

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Select

Shopping Cart

L Purpose  Supplemental PPMP Non-Comman Use Items (2021) — UP ITDC
Justification
L Need-By Date 24-Jun-2021 00:00:00 Y
* Deliver-To Location Diliman

Additional Header Information

L Requisition Type Supplemental PPMP Q

Supplemental PPMP or Inclusien to PPMP

Creation of Supplemental PPMP Non-Common Use
File Ref: ITDC-SPCMIS-UM-Creation of Supplemental PPMP for Non-Common Use Items-06212021-ver.4.0

Click Quick Select on
Supplemental PPMP

22
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STEP 17. On Item Category click
Search (%).
Shopping Cart
& Purpose Supplemental PPMP Non-Common Use ltems (2021) - UP [TDC
Justification
* Need-By Date 24-Jun-2021 00:00:00 Y
* Deliver-To Location Diliman =

Additional Header Information

L Requisition Type Supplemental PPMP Q
Supplemental PPMP or Inclusien to PPMP
* ltem Category Q
Mode of Procurement Q
* Source of Fund q
* Responsibility Center Q
* Special Code Q
Start of Bidding Process Q
Start Date of Bidding Process Y
Requires Review of Specs Q
Earmark Number

PPMP Number Q

Creation of Supplemental PPMP Non-Common Use 23
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Search and Select: Item Category

Search

Search By Item Category |w

Results

Quick Select

(] *
I::_::I

About this Page

Item Category
Commaon-use ltems (PS-DBM)

MNon-Common Use ltems

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

[.Ge]

Cancel Select

On Search and Select: Item
Category

Click Go

Then quick select Non Common
Use items.

Description

Commaon-use ltems (PS-DBEM)

Mon-Common Use ltems

Shopping Cart

* Purpose
Justification

* Need-By Date  24-Jun-2021 00:00:00 lig
* Deliver-To Location  Diliman

Additional Header Information

* Requisition Type Supplemental PPMP Q,
Supplemental PPMP or Inclusion to PPMP

* ltem Category Mon-Common Use ltems

Non-Common Use tems

Supplemental PPMP Non-Common Use ltems (2021) — UP [TDC

Creation of Supplemental PPMP Non-Common Use
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% Step 18. On Source of Fund click
(*) Search button.
Shopping Cart
* Purpose  Supplemental PPMP Non-Common Use ltems (2021) — UP ITDC
Justification
* Need-By Date  24-Jun-2021 00:00:00 fia
= Deliver-To Location  Diliman Q

Additional Header Information

* Requisition Type Supplemental PPMP Q
Supplemental PPMP or Inclusion to PPMP
* ltem Category MNon-Common Use ltems Q
Hon-Commen Use tems
Mode of Procurement Q
* Source of Fund Q
* Responsibility Center Q
* Special Code Q
Start of Bidding Process Q
Start Date of Bidding Process Y
Requires Review of Specs Q
Earmark Number

PPMP Number Q

Creation of Supplemental PPMP Non-Common Use 25
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Search and Select: Source of Fund

Cancel

Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Source of Fund | w

Results

Quick Select

Mo search conducted.

Source of Fund Description

About this Page

Search and Select: Source of Fund Cancel  Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Source of Fund |w
Results

Quick Select Source of Fund Description

id - Unspecified
101 General Fund

<4 102 Foreign Assisted Projects
3 165 Revolving Fund-Daollar
=4 164 Revolving Fund
<4 165 Reprogrammed Fund
* 185 Trust Fund-Dollar
=4 184 Trust Fund
> T Total

Creation of Supplemental PPMP Non-Common Use
File Ref: ITDC-SPCMIS-UM-Creation of Supplemental PPMP for Non-Common Use Items-06212021-ver.4.0

Select

On Search and Select: Source
of Fund

Click Go

Then quick select the Source of
Fund to use

(example: General Fund)

26
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Shopping Cart
* Purpose Supplemental PPMP Mon-Common Use ltems {2021) - UP [TDC
Justification
* Need-By Date 24-Jun-2021 00:00:00 (Y
* Deliver-To Location Diliman Q

Additional Header Information

* Requisition Type Supplemental PFMP Q
Supplemental PRMP or Inclugion to PPMP
* ltem Category Mon-Common Use ltems Q
Hon-Common Use tems
Mode of Procurement Q
* source of Fund 101 . Q

General Fund

* Responsibility Center Q
* Special Code qQ
Start of Bidding Process Q
Start Date of Bidding Process i
Requires Review of Specs Q

Earmark Number

PPMP Number Q

Creation of Supplemental PPMP Non-Common Use
File Ref: ITDC-SPCMIS-UM-Creation of Supplemental PPMP for Non-Common Use Items-06212021-ver.4.0

STEP 19. On Responsibility

Center click Search (%)

27
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To search for the Responsibility
Center (RC) by its name, select

Description on the Search By
Search field

Search and Select: Responsibility Center Cancel Select

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button. o .
Enter the responsibility center with
(%) to view all possible results.
Example: %UPS%Info%Tech%

Search By Responsibility Center[ w]]| %UPS%Info%Tech% || Go |
Responsibility Center

Results

Quick Select Responsibility Center Description

Mo search conducted.

Then click Go.

About this Page

Search and Select: Responsibility Center

Cancel Select
Quick Select the Responsibility
Search Center

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Description v|  %UPS%Info%Tech% Go
Results
Quick Select Responsibility Center Description
SA03013001 UPS UP Information Technology Development Center

About this Page

Creation of Supplemental PPMP Non-Common Use
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Shopping Cart

Justification

* Requisition Type
&
Item Category

Mode of Procurement

* Source of Fund
* Responsibility Center

* Special Code

Start of Bidding Process
Start Date of Bidding Process
Requires Review of Specs
Earmark Number

PPMP Number

Additional Header Information

* Purpose  Supplemental PPMP Non-Common Use ltems (2021) — UP TDC

© Need-By Date 24-Jun-2021 00:00:00 lgs

* Deliver-To Location  Diliman

Supplemental PPMP Q
Supplemental PPMP or Inclusion to PPMP
Mon-Common Use ltems Q

Non-Common Use tems

101 Q
General Fund
SA03013001 Q

UPS UP Information Technology Development Center

Creation of Supplemental PPMP Non-Common Use
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STEP 20. On Special Code, click
Search (%)
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Search and Select: Special Code Cancel  Select gndSearch and Select: Special
ode

Search ) _
To search Special Code by its

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button. name, select Description on the
Search By field.

Search By Special Code |v| | %Computer% || Go I

Special Code Enter a key word from your
special code description with (%)
to view all possible results.
Example: % Computer%

Results

Quick Select Special Code Description

Mo search conducted.

About this Page .
Click Go.

Search and Select: Special Code Cancel  Select

Search
Then Quick Select the special

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

code.
Search By Description |w| %Computer® Go
Results
Quick Special L
Select Code Description
O i AD0D00033 UPS Library Computerization Project
O * A0000117 UPS Computer Center
* A0001161 UPS Reprogrammed for computer loan
N A0001459 UPS ITDC: Computerization, Design, Development, Testing and Turn-over of an Online Information
Management System for the UP College of Law, Office of Legal Aid
=+ AADDDD1S UPS Computer Center Trust Fund
Creation of Supplemental PPMP Non-Common Use 30
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Shopping Cart

Justification

Additional Header Information

* Requisition Type
*
Item Category

Mode of Procurement

* Source of Fund

* Responsibility Center

Start of Bidding Process
Start Date of Bidding Process
Requires Review of Specs

Earmark Number

PPMP Number

* Special Code :J\

* Purpose  Supplemental PPMP Non-Common Use ltems (2021) — UP [TDC

* Need-By Date  24-Jun-2021 00:00:00 b

* Deliver-To Location  Diliman Q,

Supplemental PFMP Q
Supplemental PPMP or Inclusion to PPMP
Mon-Comman Use ltems Q
MNon-Common Use kems

Q
101 Q
General Fund
SAD3013001 Q

UPS UP Information Technelegy Development Center

Unspecified

Creation of Supplemental PPMP Non-Common Use
File Ref: ITDC-SPCMIS-UM-Creation of Supplemental PPMP for Non-Common Use Items-06212021-ver.4.0

If the transaction is not under a
specific Special Code,

just enter dash (-) on the field or
select Unspecified.
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Shopping Cart
3 Purpose Supplemental PPMP Mon-Commaon Use ltems (2021) - UP ITDC
Justification
* Need-By Date  24-Jun-2021 00:00:00 g
* Deliver-To Location  Diliman Q

Additional Header Information

* Requisition Type  Supplemental PPMP.,
Supplemental PPMP or Inclusicn to PRMP
* ltem Category MNon-Commaon Use ltems qQ
Non-Commeon Use ltems
Mode of Procurement Q
* Source of Fund 101 ., Q
General Fund
* Responsibility Center  SA03013001 Q
UPS UP Information Technelogy Development Center
& Special Code - Q
Unspecified
Start of Bidding Process Q
Start Date of Bidding Process

&

Requires Review of Specs qQ
Earmark Number
PPMP Number qQ,

P Show Delivery and Billing

Line Item Description Unit Quantity Price
Desktop Computer 3.6GHz processor 4GB memory 1TB HDD DVD

RW USB 2.0/3.0 18" display Wireless keyboard/mouse pe 20|/ | 35000] PHE

2 Computer Table pc 20 1500 PHP

Total

9, / <

Continue Shopping Edit Save

Amount
(PHP)

700,000.00

30,000.00

730,000.00

®

Submit

Delete

@
@

Creation of Supplemental PPMP Non-Common Use
File Ref: ITDC-SPCMIS-UM-Creation of Supplemental PPMP for Non-Common Use Items-06212021-ver.4.0

STEP 21. Click Edit or Save to
proceed to Checkout.

If there are no more changes to
be made, click Save.

If there are details to update,
click Edit.
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Shop Requisitions

Stores | Shopping Lists Non-Catalog Request

[, Gonfirmation
Requisition 8284 has been saved.

You can continue to checkout, or create a new shopping cart. Creating a new cart will store current
requisition. Any manually added approver will be moved to the end of the default approval chain.
Incomplete requisitions can be accessed from requisitions page and completed later.

News Cart

Continue with Checkout

Shop  Requisitions

Stores Shopping Lists | Non-Catalog Request

Edit and Submit Requisition

* Indicates required field
Requisition 8284

* Purpose
Justification

Total

* Requisition Type

* tem Category

Mode of Procurement

* Source of Fund
* Responsibility Center

* Special Code

Supplemental PPMP Non-Common Use ltems (2021)— UP TDC

760,000.00 PHP

Supplemental PPMP., @
Supplementsl PPMP or Indlusien to PRMP
Non-Common Use ltems Q

MNon-Commen Use ltems

014 q
General Fund
SA03013001 @

UFS UF Information Technology

lopment Center

- q

Unspecified
Start of Bidding Process Q
Start Date of Bidding Process fe
Requires Review of Specs Q
Earmark Humber
PPMP Number Q
SelectLines: Update Copy Delete |} 2
.. Special —r a . . Amount
[ Details Info Description Quantity Unit Price (PHP) Need By Date
PPA Desktop Computer 3.6GHz processor 4GB memory 1TB HDD > =
L ¥ information DV Rw USB 2012.0 15" display Wireless keyooargimouse 20| jpe | |_35000] PHP  700,000.00 | 24~Jun-2021 00:00:00
PP :
O » \nfarmation Computer Table 20 pc 1500 PHP 30,000.00 24-Jun-2021 00:00:00
PPA :
o » \nfarmation Computer Table 20 pc 1500 PHP 30,000.00 24-Jun-2021 00:00:00

Total ~ 760,000.00

Creation of Supplemental PPMP Non-Common Use
File Ref: ITDC-SPCMIS-UM-Creation of Supplemental PPMP for Non-Common Use Items-06212021-ver.4.0

e

e

‘e

Refresh Save Printable Page Submit
Deliver-To Location Attachment UE:_::E Delete
Diliman Q
- =
Enter one-time address s 7 m
Diliman Q
- =
Enter one-time address e 7 m
Diliman Q 43 s m

Enter one-time address

STEP 21a. After clicking Save a
confirmation will appear that the
requisition has been saved

To create a new requisition, click
New Cart.

To proceed with checkout, click
Continue with Checkout
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Edit and Submit Requisition Refresh Save Printable Page Submit
* Indicates required field
Requisition 8284
* Purpose  Supplemental PPMP Non-Common Use ltems (2021) — UP ITDC
Justification
Total 760,000.00 PHP
* Requisition Type  Supplemental PPMP.;, @
Supplemental PEMF or Inclusion to PRMP
* jtem Category Mon-Common Use ltems Q
Nen-Commen Use Items
Mode of Procurement Q
* Source of Fund 101 . @
General Fund
*Responsibmty Center SA03013001 @
UPS UP Information Technology Development Center
* special Code - Q
Unspecified
Start of Bidding Process Q
Start Date of Bidding Process fe
Requires Review of Specs Q
Earmark Number
PPMP Number Q
Select Lines: Copy Delete | ﬂ _—
i A t
[=] Details gnerlel Description Quantity Unit Price mours Need By Date Deliver-To Location Attachment Upfiale Delete
Info (PHP) Line
PPA Deskiop Computer 3.6GHz processor 4GB memory 1TB HDD v 011 r Diliman Q
Information  DVD RW USB 2.0/2.0 18" display Wireless keyboard/mouse 20 35000 R R | 212021 00:00:00 (i | iz & 7 o
PPA Computer Table 20 pc 1500 PHP  30,000.00 24-Jun-202100:00:00 f 'man a % 2|
Information Enter one-time address
PPA Diliman C
Computer Table 20 pc 1500 PHP 30,000.00 24-Jun-2021 00:00:00 fg = L1
Information © Enter ane-time address s o
Total  760.000.00

Creation of Supplemental PPMP Non-Common Use
File Ref: ITDC-SPCMIS-UM-Creation of Supplemental PPMP for Non-Common Use Items-06212021-ver.4.0

STEP 21b. After clicking Edit,
the Edit and Submit
Requisition page will appear.

To change the need-by date,
select the items that will be

purchased in the same quarter.

Then, click the Update button
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@ Information

changed.
Delivery

Urgent
Heed-By Date
Requester

Deliver-To Location

Requisition Information : Update Selected lines

2 Lines Selected For Update.
#TIP You have selected multiple lines. Enter information and click Apply to apply your changes. Fields left blank will not be

Mo |w

24-Jun-2021 EID:EIEI:DEI
G -
Diliman Q

[] Enter one-time address

')

Billing
Project
Task
Expenditure Type
Expenditure Organization

Expenditure ltem Date

v

(22-Jun-2021)

Requisition Information : Update Selected lines

Delivery

e Pick a Date - Mozilla Firefox

_
S ol

~

* - 5071 09-34-70]
]
<
-art of Bidding Process g Q
ate of Bidding Process S
uires Review of Specs Q

Creation of Supplemental PPMP Non-Common Use
File Ref: ITDC-SPCMIS-UM-Creation of Supplemental PPMP for Non-Common Use Items-06212021-ver.4.0

Gla https://uistest.up.edu.ph/OA_HTML/cabo/jsps/a.jsp?

< [ouy V] [2021

vl)

S5UN  MOMN TUE WED THU FRI SAT

27 28 29 30 2

4 5 6 T 8 9
1" 12 13 14 15 16
18 19 20 2 22 23

25 26 27T 28 29 30

3

10

17

24

3

Cancel

plle| o e

Click the calendar icon on the
Need-by Date field.

Pick a Date window will appear

Select the month and year.

Select the date.
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Requisition Information : Update Selected lines x Click Apply
changed. ~
Delivery Billing
Urgent No |w Project Q
* Need-By Date  |p1-Jul-202109:35.07 (% Task a Perform the same steps in
Requester (D, Expendture Type updating the need-by dates of
_ _ = the remaining items. Click the
Deliver-To Location  Diliman Q Expenditure Organization Q Apply icon.
[] Enter one-time address Expenditure ltem Date  (22-Jun-2021)
Cancel Apply -
£ >

SelectLines: Update Copy Delete | ] 2 For a Slngle Item, yOU may
Updae Update Need-By Date on the

Amount

[] Details geecial Description Quantity Unit Price Need By Date Deliver-To Location Attachment Delete
Info (PHP) . l d ield
; _ item line Need By Date field.
0o o» PPA Desktop Computer 3.6GHz processor 4GB memory 1TB HDD 20/ pe 35000 PHP 70000000 01.Jul2021 083507  Diiman q $ 2 i
Information  DVD RW USB 2.0/3.0 18 display Wireless keyboard/mouse ' ] Enter one-time address
PPA = . Diliman Q
" Computer Table 20 pc 1500 PHP 30,000.00 01-Jul-2021 09:35:07
or Information P . © Enter one-time adaress i3 7 o
b PPA ComputerTable 20 pe 1500 PHP 30,0000 01-Jul-202109:54:21 EI Dilimas a &
U Information Enter one-time address 7 o
Total  760,000.00 Other fields on the table may

also be updated.

Creation of Supplemental PPMP Non-Common Use
File Ref: ITDC-SPCMIS-UM-Creation of Supplemental PPMP for Non-Common Use Items-06212021-ver.4.0



Doc Ref: SPCMIS User Manual - Creation of Supplemental PPMP for Non-Common Use ltems

Select Lines: Update Copy Delete | ﬁ _-
Details =kl Description

Info

0 » PPA Desktop Computer 3.6GHz processor 4GB memory 1TB HDD
Information  DVD RW USB 2.0/3.0 187 display Wireless keyboard/mouse
PPA

O » Information Computer Table
PPA

O » Information Computer Table

Your requisition will be sent to the following list of approvers

Approvals
| % [
—-
UPS AZ0 PR Budget Office UPS SPMO PPMP NCU

Quantity Unit Price ATS#;; Need By Date Deliver-To Location Attachment Uﬁ:le Delete
20 pc 35000 PHF  700,000.00 01-Jul-202109:35:07 & CNman Q ) P @

Enter one-fime address

20 pe 1500 PHP  30,000.00 01-Jul-202109:38:07 ¢ DWMan Q 45 P il
Enter one-time address

20 pe 1500 PHP  30,000.00 01-Jul-202109:5421 t DWMan °~ 45 P il
Enter one-time address

Total ~ 760,000.00

Shop Requisitions
Approval Group

UPS A20 PR Budget Office

HeES&4ym
Name

Title

Director IV.UPS System Budget Office. UPSB-DIR4-3-1998
Administrative Officer V.UPS System Budget Office. UPSB-ADOF5-1000-2004

Return

Email

Creation of Supplemental PPMP Non-Common Use

File Ref: ITDC-SPCMIS-UM-Creation of Supplemental PPMP for Non-Common Use Items-06212021-ver.4.0

STEP 22. Scroll down the Edit
and Submit Requisition page
to review the approval path

To view the Approvers, click on
an approval group (blue link).

Approval Group window will
appear. Review the details and
return to the previous

page by clicking Return.
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Your requisition will be sent to the following list of approvers.

Approvals
iy i
‘_“4- -
UPS A20 PR Budaget Office UPS SPMO PPMP NCU

Notes And Attachments

Notes

Hote To Buyer

Requisition Attachments

Add Attachment...

Title Type Description Category
No results found

Return to Shopping

Creation of Supplemental PPMP Non-Common Use

Last Updated By

STEP 23. To add attachments,
scroll down the Edit and Submit
Requisition page to view the
Notes and Attachments region.

Click Add Attachment

Last Updated Usage Update Delete

Refresh Save Printable Page Submit

38
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Add Attachment

Title
Description

File

Creation of Supplemental PPMP Non-Common Use

Aftachment Type  File

Browse...

Category  Internal to Requisition |w

Mo file selected.

Cancel

Add Another

Apply

File Ref: ITDC-SPCMIS-UM-Creation of Supplemental PPMP for Non-Common Use Items-06212021-ver.4.0

STEP 24. Enter a Title/Subject
and Description to provide
more details to your PPMP.

To attach a file, click on the
Browse button. JPG, PNG, and
PDF are the only file types
accepted. File size must be 8MB
or smaller and the maximum
file size for all attachments is
25MB.

You can add more attachments
by clicking Add Another.

Click Apply once finished.

The attachment/s will appear in
the Attachment section.
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Shop  Requisitions STEP 25 After reVIeWIng the

items and verifying that there are
Edit and Submit Requisition Refresh  Save  Printable Page m
s et | no more changes to be made,

click Submit.

Requisition 8284

* Purpose  Supplemental PPMP Non-Common Use ltems (2021) - UP ITDC
Justification
Total 760,000.00 PHP
* Requisition Type  Supplemental PPMP., Q
Supplemental FFMP or Inclusion to PRMF
* Item Category Mon-Common Use ltems Q
Nen-Commen Use ltems
Mode of Procurement Q
* Source of Fund 101 .
General Fund
* Responsibility Center SA03013001 o

UPS UF Information Technology Development Center

* Special Code - aQ
Unspecified
Start of Bidding Process Q
Start Date of Bidding Process (Y
Requires Review of Specs Q

Earmark Number

PPMP Number Q
Select Lines: Update Copy Delete | ﬁ —
i A t
[] Details Special Description Quantity Unit Price moun Need By Date Deliver-To Location Attachment Up‘.iale Delete
P Y
Info (PHP) Line
PPA Deskiop Computer 3.6GHz processor 4GB memory 1TB HDD WTE y - Diliman Q
ok Information  OVD RW USB 2.0/3.0 18" display Wireless keyboard/mouse 20| |pe S5000| PHE| - 700,000-00) (011 207210535 0TIy Enter one-time address 43 j m
PPA Diliman Q
» Computer Table 20 pc 1500 PHP 30,000.00 01-Jul-202109:35:07 (g = Ll
U Infarmation " Enter one-time address 7 @
o » P Computer Table 20 pc 1500 PHP 3000000 01-lu-2021095421 [ CWman a L] P ]
Information : =

Enter one-time address
Total ~ 760,000.00

Creation of Supplemental PPMP Non-Common Use
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Lz Confirmation

Requisition 8284 has been submitted to (G for 2pproval.

page.

To check on this requisition’s status, click on the Requisitions tab or look in My Reqguisitions on the Shop

Continue Shopping

Creation of Supplemental PPMP Non-Common Use

File Ref: ITDC-SPCMIS-UM-Creation of Supplemental PPMP for Non-Common Use Items-06212021-ver.4.0

A Confirmation will appear.
Take note of the Requisition
number.

Click Continue Shopping to go
back to the iProcurement
Homepage

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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