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1. DOCUMENT CONTROL
1.1 Change Record

Date Author Version | Change Reference

11 October 2022 Cherie Anne R. Pasco 1.0 Initial
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2. Description

Manual 1D
Manual Name Generation of SPCMIS Reports
Supplies, Procurement and Campus Management
Information System Information System
Functional Domain Purchasing Manager
To generate reports on SPCMIS Purchasing transactions
Purpose such as PPMPs, SPPMPs, PRs and POs
Data Requirement Transaction Type and Date Ranges
Dependencies Transactions are created in UIS SPCMIS
A procurement officer would like to generate a report
showing the status of SPCMIS Purchasing transactions for
Scenario decision making.
Author Cherie Anne R. Pasco
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Step 1. Go to uis.up.edu.ph

Step 2. Log-in your UP Mail

Go gle credentials
(e.g. username and password)

Signin
Use your Google Account

Email or phone

Forgot email?

Not your computer? Use a Private Window to sign in.
Learn more

Create account

English (United States) ~ Help Privacy Terms
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Navigator

4 BB Purchasing Manager, UPS

J Notifications Summary

[ Requests

J Purchase Order Summary

J Requisitions

J Print Purchase Order (PO)

» Bm Buyer Work Center

» B RFQ/ITB and Quotations/Bids
» Bm Supply Base

» Bl Reports

» B Setup

» Bl View Purchasing Documents

» Bm purchase Orders
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Step 3. On the homepage,
navigate to

Purchasing Manager, <CU>

> Requests
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Step 4. Java application will launch
with Security Warning, tick the
checkbox and click Run

:‘ ) Do you want to run this application?
‘ — /
’ la Va d ' Publisher: UNKNOWN
Q Location:  http:/juis.up.edu.ph
' . \ Running this application may be a security risk
Risk: This application will run with unrestricted access which may put your computer and personal

I ] 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
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O Find Requests

Step 5. The Find Request window
/My Completed Requests will pop up.
' My Requests In Progress

! Click Submit a New Request.
= All My Requests

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

Requestor

[ Include Reguest Set Stages in Query

Order By |Request D v
Select the Number of Days to View: [
Submit a Mew Request.__||| Submit Mew Request Set. . Clear | | Find )
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© Submit Request ]

Run this Request

Name |UP%
Operating Unit
Parameters
Language

At these Times
Run the Job As Soon as Possible

Upon Completion
v Save all Output Files

Layout
Notify
Print to

Help (©) |
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Copy
Language Settings Debug Options
Schedule
Burst Qutput
Options
Delivery Opts
( Submit Cancel

J
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Step 6. On the Name Field, enter
UP% and click the ellipsis (...) or
press Tab on your keyboard to get
the list of all UP customized reports
for Purchasing Managers.
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Reports
Find UP%
Name Application =
UP Summary of Approved PPMPs Purchasing
UP Summary of Approved Purchase Order Lines Purchasing
UP Summary of Approved Purchase Orders Purchasing
UP Summary of Approved Purchase Request Lines Purchasing
UP Summary of Approved Purchase Requests Purchasing
UP Summary of Cancelled and Rejected PRs Purchasing
UP Summary of Common Use Purchasing
UP Summary of PPMP and SPPMP Status Purchasing
UP Summary of Purchase Orders Status Purchasing
UP Summary of Purchase Requests Status Purchasing
UP Summary of Rejected PPMPs Purchasing
UP Summary of SPCMIS transactions per CU Purchasing
UP Supplemental Annual Procurement Plan (Common Use) Purchasing
UP Supplemental Annual Procurement Plan (Non-Common) Purchasing -
UP Supplemental PPMP (Common Use) Purchasing

1P Sunnlamantal PPMP (INAan—Cnmmnn)

["Eiﬁ}l Cance '_J

H

Purrhacinn
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Then, select the UP customized
report that you would like to
generate and click OK.
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O Parameters E

Need by Year |
Start Date
End Date

| OK | Cancel | | Clear | | Help |
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Step 7. Parameters window will
appear. The parameters will vary
depending on the report chosen.
Fill out the required parameters.

Then, click OK.

DISCLAIMER: The screenshots in this

document are for illustration purpose only
and may not be the same as the final user

interface.

12



Doc Ref: SPCMIS User Manual — Generation of SPCMIS Reports for Purchasing Managers

Run this Request You will be redirected back to the
' Copy , Submit Request window.

Name |UP Summary of Approved PPMPs
Operating Unit |
Parameters |2022:01—JAN—2021:31—DEC—2021
Language |American English

Click Submit.

[ Language Settings Debug Options
At these Times
Run the Job |As Soon as Possible Schedule
Upon Completion
v Save all Output Files Burst Output
Layout |UP Summary of Approved PPMPs , Options
Notify | S
i t
Print to |n0print Lol
| Help (O | \ Submit Cancel
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O Decision

@ Request submitted.
(Request ID = 5934890)

Submit another request?

Yes) [ho

O Find Requests

' My Completed Requests
' My Requests In Progress

' Specific Requests
Request ID
Mame
Date Submitted
Date Completed
Status
Phase

Requestor

[lInclude Reguest Set Stages in Query

Order By |RequestID
Select the Number of Days to View:
Submit a New Request...| | Submit New Request Set. .. Clear
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Step 8. On the decision to submit
another request, click No.

Step 9. On the Find Requests
window, click Find.
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© Requests

( Refresh Data |

Find Requests
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_Jo)x]

Submit a New Request ‘ Submit New Request Set

T Auto Refresh (X)

Request ID Parent
Name

I 8264644  UP Summary of Approve

Hold Request View Details

Cancel Request Diagnostics

Copy Single Request ‘ Copy Reguest Set

Phase

Status Parameters

| Completed Normal

276, 2022, 2021/01/01 00 *

View Output

Rerun Request ‘

Reprint/Republish (1) ‘ View Log (K)
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Step 10. The Requests window will
appear. Click Refresh Data until the
Phase becomes Completed and
Status, Normal

Then, click View Output.

Expected Result:
The generated report will appear and
may be downloaded

DISCLAIMER: 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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