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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version | Change Reference
Juluis Ermitanio & Initial Issue and
04 October, 2013 | Michael Angelo 1.0 :
: review
Soliven
Juluis Ermitanio &
11 January, 2014 | Michael Angelo 1.0 Major revision
Soliven
Juluis Ermitanio &
27 January, 2014 | Michael Angelo 1.0 Minor revision
Soliven
Juluis Ermitanio &
26 October, 2014 | Michael Angelo 2.0 Updated
Soliven
Major revision due to
upgrade from 12.1.3
09 September 2019 | Riza Nequias 3.0 t0 12.2.6 —
Changed
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2. Description

UMSP010131

iProcurement Preferences Set-up

Supplies, Procurement and Campus Management
Information System

iProcurement

To set the iProcurement Preferences and delivery
details of the user

iProcurement PPMP Requester or iProcurement PR
Requester responsibility

The end user should set the iProcurement
preferences and delivery details before creating a
purchasing transaction

Riza Nequias
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NOTE: Updating iProcurement
Preferences is a pre-requisite
before performing Procurement
Transactions.

This process is a ONE-TIME

SETUP. Once the user updated

Password his/her iProcurement Preferences,

I J the user is now allowed to submit
[ conc | procurement transactions.

User Name

A  Step 1. Go'to uis.up.edu.ph

Step 2. Log-in your credentials
(Username and Password)
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Step 3. On the Main Menu,
select iProcurement PPMP
Requester, UP

University of the Philippines

Then, Click iProcurement Home

University Information System Home Page Page
Navigator N You will be directed to the
Worklist iProcurement Home Page.
Personalize
Full List
* B9 Application Diagnostics HMaoEdy @
I.d iProcurement PPMP Reguester LIPS I From Type Subject Sent
_' iProcurement Home Page There are no notifications in this view.
[ Request

F @ TIP Vacation Rules - Redirect or auto-respond to notifications.

Requisition and lssuance Slip

On-Hand ftems

Print PPMP Common Use

= Print PPMP Non-Common Use

_' Print Supplemental PFMP Comman
Use

= Print Supplemental PPMP
Non-Common Use

» B9 Reports
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Step 4. On the upper right
region of the page, click Setting
Icon and select Preferences

© K & |

iProcurement Logged In As RANEQUIAS

Preferences

5hop Requisitions

Stores Shopping Lists | Mon-Catalog Reguest
Search UPS Common-Use Supplies (Outside PS-DBM) L Go Advanced Search
Stores

Shopping Cart

UPS Common-Use Supplies and Equipment (PS-DBM) “our cart contains 2

UPS Common-Use Supplies (Outside PS-DBM)

Goods, materials, and items that are repetitively used in
the day-to-day operations of procuring entities in the

It iz alzo called Inventory kems. Commen-use supplies,
goods, materials, and items that are not in the Price List of

Recently Added Lines

performance of their functions. the PS-DBM but are regularly used and kept on stock by YARN
the Procuring Entity. YWARN
My Requisitions
View Cart a
Full List
HMabds @ Purchasing Newd
Requisition Description Total (PHP) Status Copy  Change Express Receive + Eheck frequently 3
§ +" Review purchasin
3978 PPMP NON COMMON USE MENMS 755.00 Incomplete
3877 SCISSORS, (687) 78.00 In Process > This is where the customs
purchasing news items {th
3976 PPMP NON Commen Use fems 100.00 In Process f| £l plugin).
3874 Cutter (small} 9,301.56 In Process IF; @
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Shop Reguisitions

General

Display Preferences

Application

IiPrucurement Preferenc31

Requiziticns CLM Defaults

General Preferences

Languages

Current Session Language

Default Application Language

Accessibility

Accessibility Features  None

Visual

Home Page Style
Page Header Display Style

American English | v | (i)

American English | o | [3)

Framework Tree W | L3)

Icons COnby v
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Logged In As RANEQUIAS

Cancel Reset to Defal
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Step 5. Then on the left side of
the page, click iProcurement
Preferences
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| Loggedin As RAHEQUIAS o Q}

| iProcurement

Step 6. Update the Deliver-To
Location field, click the Search
icon to view the choices

iProcurement Preferences Cancel  Apply

General

* Indicates required field
Display Preferences

shopping
Application
* My Favorite Store Mo Preference v Shopping Search Results Layout
iProcurement Preferences * Search Results Por Page | 10 Grid View
Requisiions CLM Defautts . Faragraph View
Shopping Search Results Per Page 7 D Hide Thumbnail Images
Sort Shopping Search Results By No Freference w|  Ascending

Favorite Lists

Use the Select column to set your primary favorite list.

Select Favorite List:  Setas Primary | =2 T 2 (8 i v [0l

*Favorite List Name Primary Delete
Personal Favortes
Delivery
One Time Address x
Need By Date Offset o
Add Address  Delete Address HoEdt @ * Need By Time

Alias

N {Ex: e: 17:30)
Requester nequias, Riza Abuzo

q
F Deliver-To Location  pjjiman I <

Ho results found

Delivery
. [ Deliver to subinventory
Heed By Date Offset 2 Subi "
* Heed By Time  gg.0p ubinventory Q
. L 7:30) o
Requester  nequias, Riza Abuze / Expenditure Org a
* Deliver-To Location  Dijman Expenditure ltem Date Offset
[] Deliver to subinventory
Subinventory a
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Search and Select: Deliver-To Location Cancel  Select You will be directed to the

Search and Select: Deliver To

Search Location page

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go™ button.

Type %Univ% in the search field

Search By Location  |w || %Univas || Go | and click Go button.
Results Quick Select “University of the
Philippines <CU>"
g;:; Location s Organization <~ Address
= LIPS Office of the Secretary of the University and the UPS Diliman, Quezon City, MCR 1101,
= = Board Philippines
- UPS University Center for Integrative Development Diliman, Quezon City, MCR 1101,
= _ UPS -
- = Studies Philippines
[ ‘ LIPS University Center for Women's Studies UP3 D”?’_‘"a’_‘- Quezon City, NCR 1101,
= Philippines
% | University of the Philippines System Administration  UPS Diliman, Quezon City, NCR 1101,
= Philippines
iProcurement Preferences Set-up 10
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| iProcurement

Shop  Requisitions

Geners|

Display Freferences

Application
iProcurement Preferences

Requisitions CLM Defaults

iProcurement Preferences

* Indicates required field

Shopping

* My Favorite Store Ne Preference =

* Search Results Per Page 20

21 periarmas

3 numer

* Shopping Search Results Per Page 20

For best perbrmance

3 numoer bt

Sort Shopping Search Results By  No Preference w| Ascending

Favorite Lists
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Logged In As RANEGUIAS (@) 0]

Cancel  Apply

Shopping Search Results Layout

Grid View
Paragraph View

[] Hide Thumbnail Images

Use the Select column to set your primary favorite list
Select Favorite List  SetasPrimary | L2530 2 S 8t || v
* Favorite List Name

Pessonal Favorites
<

One Time Address

Add Address  Delete Address | 7 2 [k » [ w
Alias One T

Mo results found.

Delivery

Delivery

* Meed By Date Offset o
* Need By Time  pg.qp
Example 1730
* Requester pequias, Riza Abuzo Q
* Deliver-To Location University of the Philippi; @
I Deliver to subinventory I

* Need By Date Offset 5
* Need By Time | gg.00
Exampile: 17-30)

*
Requester nequiss, Riza Abuzo Q
DeliverTe Location  Unjversity of the Fhilippi,

Deliver to subinventory

Subinventory a

iProcurement Preferences Set-up
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Suby ory q
Project a
Task aQ
Expenditure Type aQ

Expenditure Org

Expenditure Item Date Offset

Step 7. Tick the box Deliver to
sub-inventory
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Shop  Requisitions

General

Display Preferences

Application
iProcurement Preferences

Requisitions CLM Defaults

iProcurement Preferences

* Indicates required field

Shopping

* My Favorite Store | No Preference

* Search Results Per Page | 20

For best pertormance, enter 3 muToE betwesn 1 nd 100

* Shopping Search Results Per Page 20

Sort Shopping Search Results By | No Freference ¥

Favorite Lists

For best pertormance, enier & muTioer between 1 300 25,

Ascending

Use the Select column to set your primary favorite list

Select Favorite List
* Favorite List Hame
) Personal Favorites

<

One Time Address

Add Address.

Alias

Me results found.

SetasPrimary | SE3] 2 A frw 1w

Delete Address | 5] & "5 &b v [0

® x # |
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e O

Legged In As RANEQUIAS

Cancel  Apply

Shopping Search Results Layout

() Grid view
(@) Parsgraph View

[] Hide Thumbnail Images

One Ti

Delivery

* Need By Date Offset 5

Delivery

* Need By Date Offset
* Need By Time

* Requester

* Deliver-To Location

Suhiirnu'ry' URS-Invt

2
00:00

Eample: 17:30

Mequias, Riza Abuzo Q,
University of the Philippi, @
Deliver to subinventory

* Need By Tme  gg.0g

Erample: 1730

Requester pequiss, Riza Abuzo Q

B
Deliver-To Location | University of the Philippi, @,
Deliver o subinveniory /
Subinventory | |JPg vt

U
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Task

Expenditure Type
Expenditure Org

Expenditure Item Date Offset

e

Step 8. On the Sub-inventory
field. Click the search icon to
view the choices

Enter %Invit% then click Find

Select “<CU>-INVT” (e.g. UPS-
INVT, UPLB-INVT).
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Shop Requisitions

General

Display Preferences

Application

iProcurement Preferences

Requisitions CLM Defaults

iProcurement Preferences

* Indicates required field

Shopping

el i @ number between 1 and 100
I * Shoggmg Search Results Per Pase 20 I
For best performance, enter 2 number between 1 and 25.
Sort Shopping Search Results By MNo Preference v Ascending

Favorite Lists

Use the Select column to set your primary favorite list.
Select Favorite List:  SetasPrimary | =t} 2 [ iF v -
* Favorite List Name

Personal Favorites

iProcurement Preferences Set-up
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sl

!

Shopping Search Results Layout
) Grid view
@® Paragrapn View

[] Hide Thumbnail Images

Primary Delete

Step 9. You may change the
Search Results Per Page and
Shopping Search Results Per
Page to 20 and 20.

When done, click the Apply
button.
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® K | Lloggeamasrancauns @ (0]

= I
General [Ln Confirmation

Display Preferences

The selected preferences will be applied next time you login.

iProcurement Preferences

* Indicates required field
Application

Shopping

iProcurement Preferences

Requisitions CLM Defaults * My Favorite Store

* search Results Per Page

* Shopping Search Results Per Page

Sort Shopping Search Results By

No Preference

Far best performance, enter s numb

No Preference

25t performance, enter & numby

v

Ascending

Cancel  Apply

Shopping Search Results Layout
) Grid View
(@ Paragraph View

[] Hide Thumbnail Images

iProcurement Preferences Set-up

File Ref: ITDC — SPCMIS — UMSP010131liProcurement Preferences Set-up —09 September 2019 (ver. 3.0)

A confirmation message will
appear.

Log-out then re-login for the
changes to take effect.

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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