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1. DOCUMENT CONTROL
1.1 Change Record

12 September 2019 | Riza Nequias 1.0 | Initial

Generation of UP PPMP Details
File Ref: ITDC-SPCMIS- Generation of UP PPMP Details —12 September 2019 (ve.1.0)



Doc Ref: SPCMIS User Manual — Generation of UP PPMP Details

2. Description

Generation of UP PPMP Details
Supplies, Procurement and Campus Management
Information System
iProcurement Approver
To generate a report that will serve as reference for PPMP
approvers and originators in determining item lines in need
of updating or correction
Approved or In Process PPMP
PPMP should be submitted for approval
(1) There is an error in submission of PPMP and
originator needs to identify item line with issue or
missing information
(2) An approver would like to review and/or update item

details prior to approval
Riza Nequias
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Step 1. Go to uis.up.edu.ph

Step 2. Log-in your credentials
(e.g. username and password)

User Name

( )
Password

2 B
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Step 3. On the homepage, select

J=] University of the Philippines Logged In As RANEQUIAS

iProcurement Approver, <CU>

University Information System Home Page Select Req uest

» Em iProcurement Approver, UPOLU -
I 4 B3 iProcurement Approver, UPS I Worklist
| iProcurement Home Page
F - I Full List
[E Request —
— - Hebgym

[E Requisition and Issuance Slip )
From Type Subject Sent

[& on-Hand ltems There are no

D Print PPMP Comman notifications in this
view.

& Print PPMP Non-Commaon

D Print Purchase Request (PR) @ TIP Vacation Rules - Redirect or auto-respond to notifications.

[E Print PR (Super User)
D Print Supplemental PPMP Commeon
D Print Supplemental PPMP Non

Commaon
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Step 4. Java application will launch
with Security Warning, tick the

‘ ( checkbox and click Run
n &

:‘ Do you want to run this application?
‘ —

.
/ ' Publisher: UNKNOWN
L]

¢ Java o
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
Jed not to

I ] information at risk. The information provided is unreliable or unk soitis
run this application unless you are familiar with its source
Mare Information

Select the box below, then click Run to start the application
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O Find Requests

' My Completed Eequests
' My Reqguests In Progress
= All My Requests

' Specific Reguests

Request ID
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Step 5. Find Request window will
pop up

Click Submit a New Request button

Mame

Date Submitted

Status
Phase

Requestor

|
|
|
Date Completed |
|
|
|

[ Include Reguest Set Stages in Query
Order By |Request ID -l

Select the Mumber of Days to View: 7

|I Submit a New Request._.|l| Submit Mew Request Set... | | Clear |

Find
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O Submit Reguest
Run this Request...

Copy...

Name

UP PPMP Details

Operating Unit
Parameters

Language

At these Times___

Run the Job

Upon Completion. ..

Layout
Motify
Print to

Help (C)

As Soon as Possible

W Save all Output Files

Language Settings

Burst Output

( Submik

Debug Options

Schedule

Options

Delivery Opts

Cancel
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Step 6. On the Name Field, click the
ellipsis (...) to search the UP PPMP
Details report

You may type UP PPMP Details
then press Tab button from the
keyboard
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O Parameters

PPMP No. ||
YEAR

Cancel (ElearJ ( Helpjl
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Step 7. Parameter window will
appear.

Fill out PPMP No. and Year then
click OK.
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O Submit Request You will be redirected back to the
Run this Request... Submitted Request window, click
Copy... Submit

Name |UP PPMP Details

Operating Unit |
Parameters |3.?'22:2[]19

Language |American English

( Language Settings... I Debug Options

At these Times...

Run the Job |As Soon as Possible ( Schedule...

Upon Completion._.

W Save all Output Files Burst Output
Layout |UP PPMP Details Options. .
Motify
. | : Delivery Opts
Print to |r1c|pr|nt |

Help (C) Submit Cancel
( J )
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O Decision
@ Reqguest submitted.
(Request ID = 5726293)

Submit another request?

Yes) [ to

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: 7
Submit a New Request...| | Submit New Request Set. .. Clear | | Find )
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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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O Requests
Refresh Data Find Requests | I Submit a New Request. ‘ [ Submit New Request Set___ J
v Auto Refresh (K) ( Copy Single Request ‘ [ Copy Request Set . |
Request ID Parent
) Mame | Phase Status Parameters
5726234 |UP PPMP Details | Complsted | |Normal | [276, 21728, 3722, 2019 g
5726293 [UP PPMP Details | Completed  |Normal 1276, 21728, 3722, 2019
[5726219  [UP PPMP Details | (Completed  Normal 276, 21728, 3722, 2019
5726214 |UP PPMP Details | (Completed  Normal 276, 21728, 1166, 2017
U | | | | |
U | | | | |
U | | | | |
U | | | | |
U | | | | |
| | | | | | 2
( Hold Request [ View Details. .. ‘ [ Rerun Request ‘ View Output
( Cancel Request Diagnostics J ( View Log... (J) J
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Step 10. The Request window will
appear. Click Refresh Data until the
Phase becomes Completed and
Status, Normal

Then, click View Output.
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Expected Result:
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UNIVERSITY OF THE PHILIPPINES

SYSTEM

Diliman, Quezon City. Metro Manila. NCR
TIM: 000-264-006-00000

PPMP 3722 Details
PPMPF No. : arzz S0F - 101 Date Submitted : 27-Jun-18
. PPMP Mon-Commaen Use SUpplies- Students . . . —
PPMP Title - Accident Insurance Category type : Mon-Common Use ltems Prepared By :
Unit - UPMin Office of the Student Affairs - MIZ2001001 5P Code - PPMP Total Amount : PHP 20,000.00
Line Item Description PhilGEPS MoP Need by Date Amount
# v (PHF}
1 |Accident Insurance For Up Mindanao Students For Ay 2018-20  [Financial and Insurance Services [Small Value Procurement 28-Jun-2018 20,000.00

Report generated wit UP eBusiness Sulte Release 1.0 on September 12, 2015 15:216

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

interface.

2TE-21TZE-ST26294
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