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1. DOCUMENT CONTROL
1.1 Change Record

Ver

Date Author :
sion

Change Reference

Julius Ermitanio &
Michael Angelo Soliven
Julius Ermitanio &

31 January 2014 1.0 | Initial Issue and review

28 October 2014 Michael Angelo Soliven 2.0 | Update
Reah Mae Supnet,
02 March 2017 Emmanuel Lim & Carlo 3.0 | Major Revision

Evangelista

Major Revision:
14 March 2022 Mico Alfred Pufio 4.0 - Updated Screenshots

- Updated Steps
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2. Description

Manual 1D UGSP040330
Manual Name Generating a Purchase Request

Supplies, Procurement and Campus Management
Information System Information System
Functional Domain iProcurement PR Requester
Purpose To generate a Purchase Request form
Data Requirement Submitted Purchase Request in the system
Dependencies Created Purchase Request
Scenario Generating a printed output/report of an approved PR
Author Mico Alfred Pufio
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Step 1. Go to uis.up.edu.ph
- e ] o & gacsgie cn. e @ T ne o =
Step 2. Log-in your UP Mall
credentials
(e.g. username and password)
Sign in
=3
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University Information System Home Page

Navigator Worklist

Personalize

I‘ B iProcurement PR Requester, UPS l

ement Home Page

& Requisition and Issuance Slip

& On-Handitems

I | Print Purchase Request (PR I

Print PR Details

» Bm Reports

#TIP Vacation Rules - Redirect or auto-respond 1o nofifications

Logged In As MQPUNO
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Step 3. On the homepage, select

iIProcurement PR Requester,
<CU>.

Navigate to Print Purchase
Request (PR).



I I| iProcurement PR Requester, UPS

Define
Schedule Request: Define
* Indicales required field

Program Name UP Purchase Request
Request Name

The name can Ister be used to search for this reques

Parameters | Layout  Delivery Options

* PR No.:

* Requested By
Position

* Approved By
Position
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| LoggedIn As MQPUNO o LI)

Review

Manage schoule  Cancol

About this Page UP Privacy Notice

Step 4. The Schedule Request:
Define window will appear.

Fill in the required
parameters:

- PR no.
- Requested by
- Approved by

then click Continue.
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Procurement PR Requester, UPS

=

W
Define

Schedule Request: Review

Name

Concurrent Program Name  UP Purchase Reguest
Request Hame

Operating Unit
Language Seltings

Hawdte m

Language Territory ~ Numeric Character Sort
American English United States Binary Sort
Parameters

Logged In As MQPUNO o Ll)

Review

Manage Schedule Cancel Back
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Step 5. The Schedule Request:
Review window will appear.

Review the Parameters.

Then click Submit.



iProcurement PR Requester, UPS

©)

Define
Schedule Request: Review

Name
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asmapuno @ 0)

Manage Schedule Cancel Back

@) Information
Concurrent Program Name Ul

Your request for UP Purchase Request has been scheduledThe Request ID is 7373718
Request Name

Operating Unit
Language Settings
He Sy m
Language Territory  Numeric Character Sort
American English United States Binary Sont
Parameters

Submit
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Step 6. The Information box will
pop up, Take note of the Request ID
Number.

Then click OK.
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Requests
S y Table
Refresh |3 2 S &v M
Request ID -~ Name - Phase . Status Scheduled Date .
7373718 UP Purchase Request ICompleted Normal ll1».'.(ar-2022 16:35.05

|  Loggedin As MQPUNO 0 (O]
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Submit Request

Rows 1t0 10

Republish .

~
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Step 7. On the Requests window,
click Refresh until the Phase
becomes Completed and Status,
Normal.

Then, click Output icon.
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Expected Result:
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DISCLAMER: The screenshots in this
UNIVERSITY OF THE PHILIPPINES document are for illustration purpose only
s o STEM e and may not be the same as the final user
AT Ha:g. TIN: 008.04.008.00040 | nte rface i
Purchase Request
Entity Nama: UP Systam Fund Cluater: 01 PPMP No.:
Offlesl Saction: PR No.: G182 Date: Cot 28, 2021
;:,iﬂ:::ﬁ:'g;'r"‘l’;'r“ nncogy Responaibliity Centar Code: SADZI13001 - -
stockiProparty Ne, unit Itam Deseription Quantity unit Cost Total Cost
PE-OEQ-0004 BINDING AND PUNCHING MACHINE, S0mm
un binding capacit 1 9.534.72 @53a7z
Grand Total 9,634.72
Purpose: TEST for PR Allachments
Requesbed by: Approseed by
Fignatum:
Printad Name S e
Dasigration 3 obbble— 0
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