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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:

Julius Ermitanio &

11 February 2014 Michael Angelo Soliven 1.0 Initial Issue and review
Julius Ermitanio &

29 October 2014 Michael Angelo Soliven 2.0 Update

21 April 2017 Reah Mae Supnet 3.0 Update
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2. Description

Script ID UMSP120330

Script Name Requisition and Issuance Slip

Information System Supplies, Property and Campus Management Information
System

Functional Domain Inventory

Purpose To create RIS for Centralized Procured Items

Data Requirement
Dependencies

Scenario
Author Julius Ermitanio , Michael Angelo Soliven & Reah Mae
Supnet
[Requisition and Issuance Slip] 5
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hhidgy, *User Name

*password

English

rmsupnet
(example: michael.james.smith)

example:

V.
Cancel

Accessibility, None v

Select a Language:

'Mindanao""-
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Step 1. Go to uis.up.edu.ph

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

[Requisition and Issuance Slip]
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PRE-REQUISITE: DatalLoad
Classic (Windows) must be

University of the Philippines

installed.
B Favorites ¥ Logout Help NOTE: Aftel’ Sub|nvent0ry
Enterprise Search | All © Go Search Results Display Preference | Standard v TranSfer’ SPMO WI” Create the
Logged In As RMSUPNET RIS for each Requesting Unit.

Oracle Applications Home Page

Worklist
P i i i
_ _Personalize | [ FullList Step 3. On Main Menu, select
|‘ﬂ ] Inventory Manager, UPS I Lo e L
H L iProcurement Approver, UPS There are no notifications in this view. Inve ntory Manager’ U P.

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

e t PPMP Requester, UPS
lafmelions) Requester ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

# [JiProcurement PR Requester, UPS
) LI up Employee Self Service
[ I UP ICS Self Service
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Step 4. Select Requisition and
University of the Philippines Issuance Slip.

B Favorites ¥ Logout Help
Enterprise Search |AII

Go Search Results Display Preference | Standard ~

Oracle Applications Home Page

Logged In As RMSUPNET
Main Menu Worklist
Personalize Full List

=) CJ Inventory Manager, UPS From Type Subject Sent

= Requests There are no notifications in this view.

- GG re ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

ge Org " - : ) P
B e ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
=| Notification Summary
L Trancactions

| (# [J Reguisition and Issuance Sli I

[ [ On-hand, Availability
® O ttems

H [ costs

() [J Accounting Close Cycle
®0 Reports

& [ Setup

[Requisition and Issuance Slip]
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Step 5. Select RIS
University of the Philippines

B Favorites ¥

Logout Help
Enterprise Search | All i Go Search Results Display Preference I Standard v
Logged In As RMSUPNET
Oracle Applications Home Page
Main Menu i

Worklist

. __Full List
= [ Inventory Manager, UPS From
= Requests

Type Subject Sent
There are no notifications in this view.
@ Change Organization

¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
= Notification Summary “TIP Worklist Access - Specify which users can view and act upon your notifications.
[ Transactions
20 Requisition and Issuance Slip
RIS

%3] Transact RIS
we B o IO S

[Requisition and Issuance Slip]
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Step 6. Click View in the menu

File Edi Folder Tools indow Help
p . : o o bar and select Requests..
(Y srovvenaor Q@ € DB LSO 5 2
- Zoom
Find...
Find Al Description [
Query By Example > Hlete Move Order Type [Requisition
Defagl
Record 4
Tl Location I

Translations... et Gk
Attachments...
Date Required |13-OCT-2015 13:18 [ r ]

Summany/Detail

Source Destination Control

~ Line ltem Rev  Transaction Type Date Required UOmM C!uFa' [ ]
[ L | I [ LIS
|/ | I I [ [
T 1 | 1 Bl
| L I I [ L}

L L | I I [ [

L L | | | Bl

ltem Description |
On Hand
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O Find Requests ™ = 3 Click Submit a New Request
button.

My Completed Requests

My Requests In Progress

® All My Requests

© Specific Requests

Request ID

Name
Date Submitted

Date Completed
Status
Phase

Requestor

p— p— (— p— — p— (—

[ Include Reguest Set Stages in Query
Order By {Request ID "

Select the Number of Days to View: 7

Il Submit a New Request. .. II | Clear | Find )

[Requisition and Issuance Slip] 11
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Q'E Click Ok button.

What type of request do you want to run?

™ Single Request
This allows you to submit an individual request.

“ Request Set

This allows you to submit a pre-defined set of
requests.

| oK I [ Cancel

[Requisition and Issuance Slip] 12
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Step 7. Submit Request
Run this Request... window will appear.
' o Y In Name field, click the ellipsis
)
Name [ ‘—
Operating Unit {
Parameters {
Language ’
] Language Settings... Debug Options
At these Times...
Run the Job |As Soon as Possible Schedule...
Upon Completion...
V' Save all Qutput Files
Layout [ Options...
Motif p
: ! { | Delivery Opts
Print to { ’
Help (C) -. ( Submit Cancel
[Requisition and Issuance Slip] 13
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Reports E3

Find[UP Requistion and Issuance Slip (Template)

Name Application'
UP Report of Accountahility for Accountable Forms Inventary
UP Report of Summary of Transferred ltems Inventory
UP Requisition and lssuance Slip (RIS) Inventory
UP Requisition and Issue Slip {Initial) Inventary
UP Requsition and Issuance Slip Inventory
UP Report of Supplies and Materials Issued Process M:
UP Report on Waste Material Process :
IUP Report on the Physical Count of Inventories Process hi:

‘l .................................................

[Requisition and Issuance Slip]
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Step 8. Enter UP Requistion
and Issuance Slip
(Template), then click Find.

Select from the list and click
OK.

14
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= x Parameters window will
Run this Request... appear.

Copy...
WETHERUP Summary of Prorated ltems Received (Template

Operating Unit

O Parameters [ X]

APP Date From “
APP Date To |

At the| Receiving of ltems Date ’

Inventory Organization ’

S ( oK [Qancel A‘.I [ Clear A,I \ Help A,I

J

Layout RTF_SPIRT Options...
Notify

. . Delivery Opts

Print to  noprint

Help (C) Submit Cancel

[Requisition and Issuance Slip] 15
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O Parameters % |

APP Date From ’01JAN-2016

APP Date To ’01JAN-2016

Receiving of ltems Date ’2?-MAY-2I]15

Inventory Organization {UPB Inventory Organization

II 0K I {Qancellj \f- Clear -.J f- Help -.‘I

O Submit Request &

Run this Request...

Copy... )

Name [UP Requisition and Issuance Slip (Templatel] [—

Operating Unit

Parameters IU1-JAN-2EI15:01-DEC-2D15:13-OCTA2D15:UPS Inventory Organization

Language lAmerican English

At these Times...

\ Language Settings... { Debug Options

Run the Job As Soon as Possible

Upon Completion...
V' Save all Qutput Files

| Schedule.. |

Layout |RTF_RIST

Options... Vj

Notify |

Print to [nuprint

| Heh©

[ Delivery Opts J

( Submit I { Cancel J

[Requisition and Issuance Slip]
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Step 9. Enter the required
parameters and click Ok.

Step 10. Click Submit
button.

16



@ Request submitted.
(Request ID = 1135540)

Submit another request?

i

oL

O Find Requests

M = B
~'My Completed Requests

My Requests In Progress

© Specific Requests

Request ID
Name ’
Date Submitted
Date Completed

Status ’ ‘
Phase { l

Requestor ’

[Include Request Set Stages in Query
Order By [Request ID "

Select the Number of Days to View: 7

Submit a New Request... rj

[Requisition and Issuance Slip]
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Step 11. Click No button.

Step 12. Click Find button.

17
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O Requests ™ E B Step 13. Reports Window
_ ) _ _ will appear.
( Refresh Data | { Find Requests ) ( Submit a New Request. .. /I
Click View Output button.
Request ID Parent
Mame Phase Status Parameters

W \Up Surmmary of Prorated it [Completed [Normal 1106, 2016/01/01 00:00:00, 20 i =
, [1427698 [Diagnostics: Apps Check [ [Completed [Normal [201, s

|142?683 |Diagnostics: Apps Check [ ICompleted [Normal | o
» |1427681 |Diagnostics: Apps Check ’ ICompleted INormaI | o
1427671 |UP Acknowledgement Rec | Completed  |[Normal 107, 2029, 14009, 35693
1427403 |UP Acknowledgement Rec | Completed  |[Normal 1107, 2029, 14009, B

1427315 PO Output for Communicat| Completed  [Normal Rovirnn Ny, View
1426427 |UP Abstract of Bids [ Completed  |[Normal 1101, 19, 35733, 36353, 38325,
1426406 |UP Invitation to Bid [ Completed  |Normal 1101, Photoconductor Kit for Ju
1428173 |UP 2307 | Completed  |Normal 101, 2114, 36285 =
( Hold Request { View Details... b View Output l

Cancel Request { Diagnostics /I Yiew Log... J

[Requisition and Issuance Slip]
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Save and open the
downloaded report.

You have chosen to open:
UP_Requisition_and_lIssuance_SI_131015.xls

which is: Microsoft Excel 97-2003 Worksheet (15.7 KB)
from: http://ebstest01-fmis.up.edu.ph

What should Firefox do with this file?

() Openwith | Microsoft Excel (default)

(®): Save File

[] Do this automatically for files like this from now on.

[Requisition and Issuance Slip] 19
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TAB UPS Office of the President - AGRICULTURAL SUPPLIES TAB |Req |TAB |TAB |UPS-OP TAB TAB [TAB
AS-IN-000001 TAB TAB |TAB 3|*DN
TAB UPS Office of the President - OFFICE SUPPLIES TAB |Req |TAB |TAB |UPS-OP TAB TAB [TAB
OF-MW-000283 |TAB TAB |TAB 3[*DN
OF-PG-000303 [TAB TAB |TAB 4|*DN
OF-SW-000361 [TAB TAB |TAB 3[*DN
TAB UPS Supply and Property Management Office - OTHER TAB [Req |TAB |TAB |UPS-SPMO |TAB TAB [TAB
OT-AF-000002 |TAB TAB |TAB 7[*DN
TAB UPS Supply and Property Management Office - TAB |Req |TAB [TAB |UPS-SPMO |TAB TAB |TAB
AS-IN-000001 TAB TAB |TAB 5[*DN
TAB UPS Supply and Property Management Office - OFFICE TAB [Req |TAB |TAB |UPS-SPMO |TAB TAB [TAB
OF-PG-000303 [TAB TAB |TAB 7[*DN
OF-PG-000304 [TAB TAB |TAB 14|*DN
OF-SW-000361 [TAB TAB |TAB 8|*DN

[Requisition and Issuance Slip]
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Generated Requisition and

Issuance Slip (Template)

20
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oL DataLoad Classic - o IEN|
File Edit Tools Hel
° Open the DatalLoad

N JJ‘ “’3 OD & ) ® ® Wl Dataload Quick Links: Datal oad Web Site Datal oad Forum Classic application.

Online User Guide Eﬁ““‘gf‘m“d
Window |Enter the Macro load target window name v Command 2uppont
Group Download .
- —— Datal oad Spreadsheets
Datal oad

Notes

RO =
co -

6
7

=)

10
11
12
13
14

[Requisition and Issuance Slip] 21
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g t_ﬂd ‘ ‘ g | ™ s U) S ‘ [ @ s . ‘ @ 'Welcome to DataLoad V5: V5 contains many new On the Wlnd.OW fleld’ select a
— = = features, please take time to look at the User Guide to find part|CU|ar 0pt|0n where to load
Command out which can help your work. Major new features include the data
Group Browser Control (for Self Service loads), direct database v :
12 Subinventory Transfet loads. PHP scrinting & data validation. Also look out for

RO Mozilla Firefox Start Page - Mozilla Firefox -
co Program Manager -
Data @ Script

LUdHd DD OB EOEE-| @‘ www.dataload.het. A On the Command Group field,
Window [Enter the Macro load target window name V] | Emmena www.dataload.com v select EBS-R12.
e SR < >
RO EBS - 10.7/11.0 NCA -
< Sebel -
lgl Data @ Script g:gpﬂeso&
Main Load g)?(iamics ~
1 | er
File Edit Tools Help

: A e E ¢ == S DataLoad Quick Links: Datal oad Web Site Datal oad Forum Go back to the downloaded
Ll b % Ll 0L = W Ee = mm| ¥ ; . eys
e Ontine User Guide 2 Dataload Copy the Requisition and

Window |Orade Applications - Parallel Instance (Clone from UAT v g?:_'";and EBS -R12 v Download Datal oad Issuance Slip (Tem plate)
Notes Datal oad Spreadsheets
R1 e
L (T Copy the data and paste it in
Deta | @B scrpt the DataLoad Classic.
Main Load TAB Data TAB Data TAB TAB Data TAB Data TAB TAB Data Data
1 ]UPS Office of TAB Req TAB TAB UPS-OP  TAB [ FU— TAB TAB
2 OF-MW-000zTAB TAB TAB TAB 3 TAB *DN
3 OF-PG-0003( TAB TAB TAB TAB 4 TAB *DN
4 OF-SW-0003 TAB TAB TAB TAB 3 TAB *DN
5
6

[Requisition and Issuance Slip]
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O Requests ™ [= E3 Step 14. Go back to the Oracle
) : ) application and click Close
( Refresh Data I [ Find Requests ) Submit a New Request... ) button.

Request ID Parent
, Name Phase Status Parameters
JEEEE |UP Summary of Prorated It | Completed  |Normal 1101, 2017/07/01 00:00:00, 201 =
1457830 |UP Summary of Prorated It | Completed  |Normal 101, 2017/07/01 00:00:00, 201
1457797 |UP Summary of Prorated It | Completed |Normal 101, 2017/07/01 00:00:00, 201
1457780 |UP Summary of Prorated It | Completed |Normal 101, 2017/07/01 00:00:00, 201
1457775 |UP Summary of Prorated It | Completed |Normal 101, 2017/07/01 00:00:00, 201
1457771 |UP Summary of Prorated It | Completed |Normal 101, 2017/07/01 00:00:00, 201
1457168 |UP Summary of Prorated It | Completed  [Normal 101, 2017/07/01 00:00:00, 201
1457160 |UP Acknowledgement Rec | Completed  |Normal 101, 10983, 9058,
1457100 |UP Inspection and Accepts Completed  |Normal 101, 10983, 15009, 36276, 362
1457099 |UP Inspection and Accepts Completed  |Normal 101, 10983, 15009, , =
] Hold Reguest [ “iew Details... J iew Output ,I
Cancel Request [ Diagnostics /I Yiew Log... )

[Requisition and Issuance Slip]
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O Subinventory Transfers (UPD)

Transaction

Date

30-0CT-2014 10:56:59

Type

Subinventory Transfer{

Source

[ Serial-Triggered

Doc Ref: SPCMIS User Manual — Requisition and Issuance Slip

|| Transaction Lines |\

2

[Requisition and Issuance Slip]
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Enter Subinventory Transfer
and click Transaction Lines.

24
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73 Move Orders (UPS) ‘ Step 15. Click the Number field
and go back to the DatalLoad

Number Description { Classic.

Status “ncomplete Move Order Type [Requisition

Default
Transaction Type { Location {

Source Subinv Destination Subiny

Destination Account { Date Required |13-OCT-2015 13:56

:]

ltem Project and Task Source Destination Control
Line ltem Rev  Transaction Type Date Required UOmM Quz [ 1]
[ [ { { { LIS
[ L | | | [
| ] | ] 0l
[ L | | | LI
[ [ { { { [
L] [ { { { (13
4| e T e e Crrr | »

ltern Description [

On Hand

[Requisition and Issuance Slip] 25
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Step 16. Click the Start Load
button.

[Requisition and Issuance Slip]
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File Edit Tools Help
0 ‘ m | o [ = = D) & ‘ = |@ I{:E\ - | (@ ) Dt=Load Quick Links: Datal.oad Web Site Eat:ﬂ]_;atiaior\.:n
Online User Guide ¢y 21292
Window ‘~ Parallel Instance (Clone from UAT as of 2B Feb 2015) ~ ] g?::‘r;and EBS -R12 v v Datal oad
Notes Datal oad Spreadsheets
&1 TAB -
=] pae= @HB) script
Main Load TAB Data TAB Data TAB TAB Data TAB Data TAB TAB Data Data ~
b | ] TAB UPS Office of TAB Req TAB TAB UPS-OP TAB Ol.-—==emums TAB TAB
2 OF-MW-000Zz TAB TAB TAB TAB 3 TAB *DN
= OF-PG-0003( TAB TAB TAB TAB 4 TAB *DN
4 OF-SW-0003 TAB TAB TAB TAB 3 TAB *DN
s
Run Load H
Scope Browser Control [Disabled)
Header Grid | All cells v Use Browser Control
Main Grid All cells v ® Send to active window
Send to named |E windows
Stop if target window not |E
Footer Grid | All cells v | Skip blank Dataload cells
Use Load Control [Disabled)
Command Eps.R12 v ' '
Group [] Step Mode Load
Window | Oracle Applications - TEST INSTANCE v
Name

Click Ok

26
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4 Move Orders (UPS) Once Start Load is clicked,
the loading of data will begin.

Number 4016 Description [UF'S Supply and Property Management Office - O
Status [lncomplete Move Order Type [Requisition
Default
Transaction Type [Requisition and Issuance Location [

Source Subiny UPS-SPMO Destination Suhiny
Destination Account [01 .................... Date Required |13-0OCT-2015 13:56 [ [_ ]

Project and Task Source Destination Control

o
~ Line Item ~ Transaction Type Date Required UOM Qua:tr{;;r []
1 |OF-PG-000303 Requisition and Issuance 13-0CT-2015 13:56:£m [ gIBIE
|2 oF-sw.000351 ~ |Requisition and Issuance 113-0CT-2015 13:56:€ box [ [
| N | ] 0l
[ | _ | | | [
|/ _ | | | [
[ | | | | Bl
g (I »
ltern Description |STAPLE WIRE, STANDARD
On Hand )I
[Requisition and Issuance Slip] 27
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Dataload completed successfully:

Rows: 6
Time: 0:0:13

HY0[T 8S6P € b LEDY5E?

73 Move Orders (UPS)

Number 4016

Status |Incomplete
Default

Move Order Type IRequisition

Transaction Type IRequisilion and lssuance

Source Subiny |UPS-SPMO

Location I

Destination Subinv

Description IUPS Supply and Property Management Office - O

Destination Account |[01.-----mo--- Date Required |13-OCT-2015 13:56 [ I— ]
m Project and Task Source Destination Control
Primar
Line Item _ Transaction Type Date Required uom Quantity [ ]
1 |OF-PG-000303 [Requisition and lssuance 13-0CT-2015 13:56:£m [ 71 A
12 |oF-sw-0o0381 ~[Reauisition and Issuance 13-0CT-2015 13:56:£ box | [[]
I _ I I I [
I _ I I I L
I _ I | I []
I I I I I (15
4| »

Iter Description |STAPLE WIRE, STANDARD

[ oOnHand

[Requisition and Issuance Slip]
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After the completion of loading,
message box will appear. Click
Ok.

Click Save button to record the
loaded data.

Announce the RIS to all
Requesting Unit by sending
email or posting to the
website.

28
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Result Information:

Expected Results:
RIS Created.

DISCLAIMER: The screenshots in this document are for illustration purposes only and may not be the same as the final user interface.

[Requisition and Issuance Slip] 29
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