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1.  DOCUMENT CONTROL 
 
1.1 Change Record 
 

Date Author Version Change Reference: 

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

29 October 2014 Julius Ermitanio & 
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 
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Step 1. Go to uis.up.edu.ph 
 

Step 2. Log-in your credentials (e.g. 
username and password) 
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PRE-REQUISITE: DataLoad 
Classic (Windows) must be 
installed. 
 
NOTE: After Subinventory 
Transfer, SPMO will create the 
RIS for each Requesting Unit. 
 

	
 
Step 3. On Main Menu, select 
Inventory Manager, UP. 
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Step 4. Select Requisition and 
Issuance Slip. 
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Step 5. Select RIS 
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Step 6. Click View in the menu 
bar and select Requests.. 
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Click Submit a New Request 
button.	
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Click Ok button.  
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Step 7. Submit Request 
window will appear.  
In Name field, click the ellipsis 
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Step 8. Enter UP Requistion 
and Issuance Slip 
(Template), then click Find.  
 
Select from the list and click 
OK. 

 
 
 
. 
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Parameters window will 
appear. 
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Step 9. Enter the required 
parameters and click Ok. 
 
 
 
 
 
 
 
 
 
Step 10. Click Submit 
button. 
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Step 11. Click No button. 

 
 
 
 
 
 
 
 
 
Step 12. Click Find button. 
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Step 13. Reports Window 
will appear.  
 
Click View Output button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  Doc Ref: SPCMIS User Manual – Requisition and Issuance Slip 

[Requisition and Issuance Slip] 
File Ref: ITDC – [SPCMIS] – TS [Requisition and Issuance Slip]– [20141029] (v 2.0) 
 

19	

 
 
 
 
 
 

Save and open the 
downloaded report. 
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Generated Requisition and 
Issuance Slip (Template) 
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Open the  DataLoad 
Classic application. 
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On the Window field, select a 
particular option where to load 
the data. 

 
 
 
 
 
On the Command Group field, 
select EBS-R12. 

 
 
 
 
 
 
Go back to the downloaded 
Copy the Requisition and 
Issuance Slip (Template).  
 
Copy the data and paste it in 
the DataLoad Classic. 
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Step 14. Go back to the Oracle 
application and click Close 
button. 
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Enter Subinventory Transfer 
and click Transaction Lines.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  Doc Ref: SPCMIS User Manual – Requisition and Issuance Slip 

[Requisition and Issuance Slip] 
File Ref: ITDC – [SPCMIS] – TS [Requisition and Issuance Slip]– [20141029] (v 2.0) 
 

25	

 
 
 
 
 
 
 

Step 15. Click the Number field 
and go back to the DataLoad 
Classic. 
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Step 16. Click the Start Load 
button. 

 
 
 
 
 
 
 
 
 
 
 
Click Ok 
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Once Start Load is clicked, 
the loading of data will begin. 
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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. 
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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. 
 


