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1. DOCUMENT CONTROL
1.1 Change Record

Date Author ;{grr] Change Reference
Julius Ermitanio & "

27 October 2014 Michael Angelo Soliven 1.0 | Initial

17 July 2020 Riza Nequias 1.1 Updated Screenshots
and Steps
Updated screenshots and

23 September 2022 | Mico Alfred Puiio 1.2 | included new parameters
in Step 8
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2. Description

Manual ID

Manual Name Generation of Annual Procurement Plan (Non-Common Use)

Information System Supplies, Procurement and Campus Management
Information System

Functional Domain Purchasing

Purpose To generate a report that consolidates all approved PPMPs

Data Requirement Need by Year

Dependencies Fully approved PPMPs in the system

Scenario After end-users submit and have their PPMPs approved in
UIS, the SPMO or Procurement Office will generate a UP
Annual Procurement Plan (Non-Common Use) for the CU.

Author Mico Alfred Pufio
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Step 1. Go to uis.up.edu.ph

- & Ly gecgn.cr o @ T no e =
Step 2. Log-in your UP Mall
credentials
(e.g. username and password)
Google
Sign in

Lige yomr Cioing W ALl
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| Loggedin As

University Information System Home Page

Navigator Worklist
Personalize Full List (32)
Hebtry @ Rows 1to 32
» i il L
| [B8 Purchasing Manager, UPS Sent -
» B purchasing SPMO Buyer, UPS 27-May-2022 ~
28-Jun-2022
20-Sep-2022
20-Sep-2022
28-Jun-2022
22-5ep-2022
01-Sep-2022
28-Jun-2022
20-Sep-2022
25 Apr-2022
University Information System Home Page
Navigator Worklist
Personalize Full List (32)
:;2371-13}'{3 Rows 11032
» i ol L
[ Purchasing Manager, UPS Sent
« [ Purchasing SPMO Buyer, UPS 27-May-2022 ~
# AutoCreate 28-Jun-2022
20-Sep-2022
[ Print Purchase Order (PO) 20-Sep-2022
29-Jun-2022
» Bm Buyer Work Center
22-3ep-2022
» BN Purchasze Orders 01-Sep-2022
» B RFQ/TB and Quotations/Bids 28-Jun-2022
> Bm Setup 20-5ep-2022
25-Apr-2022
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Step 3. On Main Menu, select
Purchasing Manager, <CU> or
Purchasing SPMO Buyer, <CU>.

Step 4. Click Request.
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Step 5. Java application will launch
with Security Warning, Tick the
checkbox and click Run.

n 9,
— Do you want to run this application?
B = .
.\\ Location:  http://uis.up.edu.ph
. D : Running this application may be a security risk
Risk: This application will run with unrestricted access which may put your computer and personal

1 information at risk. The information provided is unreliable or unknown so it is recommended not to
run this application unless you are familiar with its source

More Information
Select the box below, then click Run to start the application
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O Find Requests Step 6. Find Requests window will
appear, click Submit a New
' My Completed Requests Request.

My Requests In Progress
= All My Requests

" Specific Requests
Request ID
MName
Date Submitted
Date Completed
Status
Phase

Requestor

[Include Reguest Set Stages in Query

Order By |RequestID -
Select the Mumber of Days to View: 7
Submit a New Reguest l Submit New Request Set Clear | | Find )
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Step 7. On the Name Field, click
Run this Request the ellipsis (...) to search for UP
Copy Annual Procurement Plan (Non-

Common Use)

Name E

Operating Unit \ You may type
Parameters UP%Annual%(Non%Common
Language then press Tab on the keyboard.
Language Settings Debug Options

At these Times

Run the Job |As Soon as Possible Schedule

Upon Completion

v Save all Qutput Files Burst Output
Layout Options
Maotify
} Delivery Opts
Print to
Help (C) ( Submit Cancel )I
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[0]

x| Step 8. Enter report parameters.

Creation Start Date
Creation End Date

MNeed by Year

Source of fund

Mode of Procurement
Submitted by|

Position

Certified Funds Availability|
Position

Approved By

Position

Is this an Early Procurement Activity?|

Sort by|

Ascending or Descending?|

1 3

oK | Qancel) Clear) Help)
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Parameter / Field Name Description Remarks
Creation Start and Creation start and end Date format:
End Date date of PPMP (DD-MMM-YYYY)

Need by Year

Year for which the plan is
being prepared

Date format:
(DD-MMM-YYYY)
Any day within the year

Source of Fund

Filters the content of the
report based on the
selected source of fund

List of Values

Mode of
Procurement

Filters the content of the
report based on the
selected mode of
procurement

List of Values

Submitted By

Full name of the originator

List of Values

Position Position of the originator List of Values
Certify Funds Full Name of Accounting / List of Values
Availability Budget Office Head

Position Signatory’s Position List of Values
Approved By Approver’s Full Name List of Values
Position Approver’s Position List of Values

Is this an Early
Procurement Activity?

Filters the contents of the
report based EPA response

List of Values

Sort by

Sorting key to be used

List of Values

Ascending or Descending?

Sorting order based on
selected sorting key

List of Values
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You may refer to the table on this
page for the parameter descriptions.
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O Parameters

Creation Start Date |01-JAN-2022
Creation End Date (23-SEP-2022
Need by Year [2022
Source of fund |
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Step 9. After filling-out the form,
click OK.

Mode of Procurement |

submitted by (D

Puosition |Junior ICT Assistant

Certified Funds Availability |—

Puosition |Director ]

Approved By | (D

Position |[.‘rirec:tor 1]

Is this an Early Procurement Activity? |YES

Sort by "PMOfEnd-User”

Ascending or Descending? |ASC Ascending

]

Sort by PMO/End-User

| 3

[ ok |] Cancel ] ( Clear | { Help |

Generation of Annual Procurement Plan (Non-Common Use)
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& Submit Request

Run this Request

Mame
Operating Unit
Parameters

Language

At these Times
Run the Job

Upon Completion

Layout
Motify
Print to

Help(C) |

UP Annual Procurement Plan (Mon-Common Use)

01-Jan-2022-23-seP-2022-2022-- (N

American English

As Soon as Possible

V| Save all Output Files

RTF_APP_NCT

noprint

Debug Options

( Language Settings |

Schedule J

Burst Cutput

Options J

Delivery Opts J

| Submit | Cancel J
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Step 10. You will be redirected back

to the Submit Request window,
click Submit.
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O3 Decision
@ Request submitted.
(Request ID = 7772521)

Submit another request?

O Find Requests

' My Completed Requests

' My Requests In Progress

i Specific Requests
Request ID
Name
Date Submitted
Date Completed
Status
Phase

Requestor

Order By

Submit a New Request

[Include Reguest Set Stages in Query
Request ID

Select the Number of Days to View:

]
Submit Mew Request Set Clear ‘
]

7
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Step 11. On the decision to submit
another request, click No.

Step 12. On the Find Requests
window, click Find.
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)

O Reqguests
( Refresh Data ||| Find Reguests ‘ I Submit a New Request | I Submit Mew Request Set )j
[ Auto Refresh (%) ( Copy Single Request | I Copy Reguest Set
Request ID Parent
_ MName ‘ Phase Status Parameters
J 7772521 |UP Annual Procurement PI Completed  [Normal |25023, 276, 2022/01/01 00:00: =

1]

Hold Request I View Details

||

Rerun Request

|

View Output

(
( Cancel Request I Diagnostics

| I Reprint/Republish (J) |I

View Log (K)
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Step 13. The Requests window will
appear. Click Refresh Data until the
Phase becomes Completed and
Status, Normal

Then, click View Output.
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Expected Result:

SYSTEM
Difman Duezon Ciy Metre Manla MCR
T
ANNUAL PROCUREMENT PLAN 2022
[ ] 1 i B Aativit B 4 (FhF)
Exrly Mode of for Ean Souroe of B Rieerarks (brief desoription of
ProgramProject

Code [PAR] Progurament FROVEnd-Ucar Prooursment F [ —— ButvOpan of —— Contract Fundc FrogramProject]

Anthity? IEFE El Todal MOOE oo

3 Aeard Eigning
I'iesho)
T 0 - Caneaal 20,000 -
10347.2468 Ramd - VES g Funm 2000000 ano = TEST description 3
Coampwiivg M - Gianaral
0371234 Fami - YES Bideing Furd 400000 4, 000,00 000 TEST imonmatan 1
1034743679 Ramz - VES Diract Contracting L '3:“' 270000 | OO0 oo TEST Dascripsan 2
Taotsl Amourt: 2270000 | 8,700.80 m..cam.
Bubenitbed by Cariified Appropriabs Funde Avallsbie: Approwed by
Junicr ICT Aesistant Corecior 11 [Fo=—0T)
oy — Fnpor Qe Wi U st Suts Hels 12000 Sestester 5 2023 A28 ——

17

Generation of Annual Procurement Plan (Non-Common Use)
File Ref: ITDC-SPCMIS-UM-Generation of Annual Procurement Plan (Non-Common Use) - 09232022 - ver.1.2



Doc Ref: SPCMIS User Manual — Generation of Annual Procurement Plan (Non-Common Use)

UNIVERSITY OF THE PHILIPPINES
SYSTEM
Dikman ,Ouazan Ciby Matro Manla NCR
TiN:

EBummary
Fund - 1 [T [ 25, 0.0 000 26,700,00
Fund - 184 non [ T5,500.00 ono TS5, 500000

Tatal (1] | () 10 200,00 | o0 ez, 20000
TR RO QU W U stiusnmes Sule Heleaes 120 00 September 75, 2037 MoR3E Pacadal

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