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1. DOCUMENT CONTROL

1.1 Change Record
Date Author Version Change Reference:

Julius Ermitanio &
Michael Angelo Soliven
Julius Ermitanio &
Michael Angelo Soliven
Reah Mae Supnet,

08 February 2017 Carlo Evangelista & 3.0 Update
Emmanuel Lim

31 January 2014 1.0 Initial Issue and review

28 October 2014 2.0 Update
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2. Description

Script ID UGSP070330

Script Name Generate PO

Information System  Supplies, Property and Campus Management Information
System

Functional Domain Purchasing

Purpose

Data Requirement

Dependencies

Scenario

Author Julius Ermitanio, Michael Angelo Soliven, Reah Mae

Supnet, Carlo Evangelista & Emmanuel Lim
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Oracle Applications Home Page NOTE: After receiving the
notification of the approved
Main Menu Worklist PO, take note of the PO No.
£ Inventory Manager, UPS IFrom Type~  |Subject |sent [Due|
O procurement Reguester, UPS Sanchez, Susan PO Approval Agency Procurement Reguest 28 has been approved... 10-Mov-2014
Ea Purchasing Buyer, UPS Sanchez, Susan PO Approval Agency Procurement Request & has been approved... 19-Nov-2014
Ea Purchasing Manager, UPS Martilo, Wifredo PO Approval Standard Purchase Order 15 has been approved... 29-0ct-2014
Martillo, Wilfredo PO Approval Agency Procurement Request 14 has been approved... 29-0ct-2014
Martillo, Wifredo PO Approval Agency Procurement Request 7 has been approved... 29-0ct-2014
PO Approval Mo approver was found for Agency Procurement Reguest 5...[28-0ct-2014
Martillo, Wilfredo PO Approval Agency Procurement Reguest 10 has been approved... 28-0ct-2014
PO Approval Mo approver was found for Agency Procurement Reguest 2...[28-0ct-2014
PO Approval No approver was found for Standard Purchase Order 4. 28-0ct-2014
Isanchez, Susan |PO Approval Standard Purchase Order 33 has been approved... 19-Nov-2014 |
Sanchez, Susan PO Approval Standard Purchase Order 26 has been approved... 10-Nov-2014
Bagus, Isagani Requisition |Purchase Requisition 24 has been approved... 28-0ct-2014
Bagus, Isagani |Requisition |Purchase Requisition 25 has been approved... 28-0ct-2014
Bagus, Isagani |Requisition Purchase Requisition 26 has been approved... 28-0ct-2014
Bagus, Isagani |Requisition |Purchase Requisition 37 has been approved... 07-Mov-2014
Bagus, Isagani |Requisition Purchase Reqguisition 12 has been approved... 28-0ct-2014
Bagus, Isagani |Requisition |Purchase Requisition 16 has been approved... 28-0ct-2014
« TIP Vacation Rules - Redirect or auto-respond to notifications.
+ TIP Worklist Access - Specify which users can view and act upon your notifications.
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STEP 1. Go to uis.up.edu.ph

STEP 2. Log-in your credentials
(Username and Password)

‘Mindanao."" Baguio lCeb)

gy, F)ser Name I

l,z ,#// b example: michael. james.smith
Password

(example: 4u9%v23)

canc |
Accessibility: None v
Select a Language:

English
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STEP 3. In the Main Menu, select
Purchasing Buyer, UP
University of the Philippines

B Favorites ¥ Diagnostics Logout Help
Enterprise Search | All v | Go Search Results Display Preference | Standard V|
Logged In As RMSUPNET
Oracle Applications Home Page
Main Menu Worklist
| Personalize ‘ Full List

® L iprocurement PPMP Requester, UPS From Type Subject Sent Due

® CJiProcurement PR Requester. UPS There are no notifications in this view.

# [J purchasing Buyer, UPS Total 0

t [ System Administrator ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

® E3up Emplovee Self Service Y TIP Worklist Access - Specify which users can view and act upon your notifications.

UP Employee Sell Service
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STEP 4. Select Requests

University of the Philippines

B Favorites ¥ Diagnostics Logout Help

Enterprise Search | Al M| | Go Search Results Display Preference | Standard |v|
Logged In As RMSUPNET

Oracle Applications Home Page

Main Menu Worklist
| Personalize Full List

# [ iprocurement PPMP Requester, UPS |From |Type|Subject |Sent X |Due|
4 L iprocurement PR Requester, UPS SYSADMIN HR  |Limited Practice of Profession has been forwarded for approval to Tan, Michael 08-Feb-2017
=) L purchasing Buyer, UPS Total 0

(8 suppier ftem Catalo ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

& ftem Search ¥ TIP Workist Access - Specify which users can view and act upon your notifications.

@ AutoCreate

=l Notifications Summa

43 Change Organization
(<2 personal Profies

=l PO Online Error Report Text Page

= purchase Order Summary
= Requisitions
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STEP 5. Click the checkbox then
click Run

Oracle Applications Home Page < | http://putate. befigv13=PROD % | +

8000/ forms/frmservlet?appletmode=nonforms&HTMLpageTitle= &HTMLpreApplet=&code=oracle

2% @ | Q Search

Security Warning

Do you want to run this application?

' Publisher: UNKNOWN
A S Location:  http://putotestd 1. up.edu,ph:3000

Running this application may be a security risk

Risk: This application will run with unrestricted access which may put your computer and personal
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

Mare Information
Select the box below, then click Run to start the application

e
1V

Run Cancel

wa ¥ /& 9

a
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STEP 6. Find Requests page will
appear. Click Submit a New
Request

O Find Reguests

Oy Completed Regquests

O by Requests In Progress

" Specific Reguests
Reguest ID
Marme
Date Submitted
Date Completed
Status
FPhase

Requestor

[Tnclude Reguest Set Stages in Query
Order By Request ID 7

Select the Number of Days to View: 7

| Submit a New Request... Jl Clear ‘ Find l
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1O Submit a Mew Reguest

What type of request do you want to run?

I = Single Request I

' Request Set

reguests.

This allows you to submit an individual request.

This allows you to submit a pre-defined set of

Cancel

J

Generation of PO

File Ref: ITDC — [SPCMIS] — UG [Generation of PO] — [20170208] (v.3)

Doc Ref: [SPCMIS] User Guide — [Generation of PO]

STEP 7. Submit a New Request
page will appear. Click Single
Request then click OK
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Find|% P Purchasze Order%

Marme

LIP Purchase O
P Purchase Order Audit Report

4

Cancel

Furchasing
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STEP 9. Enter %UP Purchase
Order% on Name field then
click Find
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Run this Request. ..

Marme
Operating Unit
Parametars

Language

O Parameters

P Purchase Order

Arnerican English

PO numhber |

Copy...

Signatary |
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STEP 10. Parameters window
will appear. Fill in the required
fields.
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O Parametars

PO number

Signatary
Chief Accountant

1

(oK | |cancel |

[ Clear | ( Help |
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To enter PO Number click
ellipsis.

Enter the PO no. then click Find,
Click on the number then click OK
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FO number

-

Fired | %

PO number
1

2

3

4

a

4]

g

A4

Eind IQKl Qanceljl
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To enter the Signatory, click
ellipsis

Select Name from the list and
click OK button
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FO nurmber |?

I Signatary |

Chief Accountant

( ok | |cancel) [ cClear | [ Help |
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To enter Chief Accountant,
click ellipsis {(...)
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\ccountant

Find %

Chief Accountant

Abanag, Ms. Maria Cristina Garadaos
Amante, Prof. Maragtas Sofranio Yista
Arcena, Mz, Corazon Borela

Awila, M=, Charito Estacio

Bagus, Mr. Isagani Longalong

Carn, Prof. Jaime De Lean

Co, Prof. Edna Estifania Armada

Dela Cruz, Mr. Kenneth lzaac Sarmiento
Escultura, Ms. Moreen Pamatmat
Evangelista, Mr. Carlo Martin Buan
Gayas, M= Juliet Mina

Inocencio, Mr. Armulfo Gamboa

| »

Jacinto, Ms. Ma. Manette Parungao

(Eindj ( K ”QanceIJI

=l

Select Name from the list and
click Ok button
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STEP 11. Click Submit button

PO number F

Signatory [Jacinto, Ms. Ma. Nanette Parungao

Chief Accountant

( ok | |cancel)

| Clear | [ Help |

Find %

Chief Accountant

Amante, Prof. Maragtas Sofranio Vista
Arcena, Ms. Carazaon Borela

Avila, M=, Charito Estacio

Bagus, Mr. Isagani Longalong

Caro, Prof. Jaime De Leon

o, Prof. Edna Estifania Armada

Escultura, Ms. Baoreen Pamatmat
Evanaelista, Mr. Carlo Madin Buan
Gayas, Ms. Juliet Mina

Inocencio, Mr. Arnulfo Gamboa

File Ref: ITDC — [SPCMIS Jacinto, Ms. Ma. Manette Parungao

Generation of PO

Dela Cruz, Mr. Kenneth Isaac Sarmienta

(Eind |

( Ok ”Qancel

[ ¥
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O Submit Reguest
Fun this Request. ..

Marne
Operating Unit
Parameters

Language

At these Times. ..
Run the Joh

Upon Completion...

Layout
Motify
Print to
Generatig
Help (Z)
File Ref:

UP Purchase Order

7Jacinto, Ms. Ma. Manette Parungao: Gayas, Ms. Juliet Mina

Armerican English

( Language Settings... |

A5 Soon as Possikle

M Save all Dutput Files

PO TEMPLATE

noprint

— Submit

Copy...

Debug Options

Schedule. ..

Optians. ..
Delivery Opts

Cancel

J

Doc Ref: [SPCMIS] User Guide — [Generation of PO]

STEP 12. Click No

STEP 13. Click Find button
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| O Decision

2)

Fequest submitted.

(Reguest 1D = 1135540}

submit another regquest?

(des) [ wo

|

O Find Requests

T by Completed Requests

T by Heguests In Progress

 Specific Requests
Reguest 1D
Mame
Date Submitted
Date Completed
Status

COheaea
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STEP 14. Reports Window will
appear. Click View Output button
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O Reguests
Refresh Data ‘ Find Reguests J Submit & New Heguest... J
Request ID Parent
Marme ‘ Phase Status Pararmeters
UP Purchase Order Completed Marmal 101, 3787, 17 =l
1141209 UP Agency Procurement R Completed Marmal 101, 3787, 2004, Test, Test, T
1140250 UP Purchase Request Cormpleted Marrmal o, , 12
1139962 PO Dutput for Communicat Completed Maormal [ L IR ¥ -1 o
1139394 UP Furchase Request Completed Marmal 101, 3787, , 23 ‘
11374R3 P Ahstract of Cuotation Cormpleted Marrmal 101,10, 15205, 17797, 3787
1135540 UP Regquest for Cluatation Completed Maormal 101, 3787, 10,
Hald Request “iew Details. . Wiew Output
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Go back to the browser and print
the Purchase Order pdf file

Result Information:

PO has been generated

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

Standard Form No. SPC-0005
Revised on: August 12, 2014

UNIVERSITY OF THE PHILIPPINES
UP System
Diliman, Quezon City, PH

UP SystemSupply and Property Management
Office

Supplier: PS-DEBM PO Mo, 330 Wov. 12,2014
Address: Ciuezon City, Quezon City, PH FR Mo

Email Address: MOP

Telephone Ma
TIN

Gentlemen
Flease furnish this office the following articles subjects to the terms and conditions contained

Herein:
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