
  



	 	

 
 

Printing of  
Disbursement Voucher (DV)  



Manual ID  UM30001  
Functional Domain  Accounts Payables  
Responsibility Payables DV  
Purpose  To generate and print Disbursement Vouchers by Requesting Units  
Data Requirement DV Number  
Dependencies DV preparation should have been completed.  
Scenario  The Unit Administration Officer has entered the DV details in the system, has uploaded the 

scanned copies of supporting documents, and has saved the DV to get generate the DV 
Number.  
 
The officer may now print the DV through FMIS.  

  



 

 

 

 

 

 

 

 

Step 1. On the UIS 
Main Menu, select the 
Payables DV 
responsibility.  



  

 

 

 

 

 

 

 

Step 2. Click Print.  

 

The Schedule 
Request: Parameters 
page will open.  

 

  



 

 

 

 

 

 

 

 

Step 3. Fill out the 
fields on the Schedule 
Request: Parameters 
page, particularly the 
required fields: DV 
Number, Unit Head, 
Chief Accountant, 
and Authorized 
Signatory.  

  



 

 

 

 

 

 

 

 

DV Number  
Enter the DV Number 
on the DV No. field.  
 
Another way to enter 
the DV number is to 
click the Search button 
to open the list of 
values.  
 
Note: Whenever you 
see a Search button, 
this means that a list of 
values is available for 
the given field. Click 
this button to open the 
list of values.   



 

 

 

 

 

 

 

 

Unit Head  

Fill out the Unit Head 
field. 

  



 

 

 

 

 

 

 

 

Chief Accountant  

Identify the Chief 
Accountant.  

 

 

 

 

  

  



 

 

 

 

 

 

 

 

Authorized 
Signatory  

Fill out the Authorized 
Signatory field. 



  

 

 

 

 

 

 

 

Step 4. Once you 
have entered the 
required details, click 
the Next button.  
 
You will be directed to 
the Schedule 
Request: Layout 
page.   



 

 

 

 

 

 

 

 

 

 

Step 5. Click the Next 
button.  
 
You will be directed to 
the Schedule 
Request: Review 
page.   



 

 

 

 

 

Step 6. Review the 
details you have 
entered. If there are 
no more changes, 
click the Submit 
button. 	

	

You will be directed to 
the Confirmation 
page.  

  



	

	

	

	

	

	

	

	

	

	

	

	

Step 7. Take note of 
the Request ID as 
this will serve as your 
reference in retrieving 
the DV, then click OK.  
 
You will be directed to 
the Requests page.  
  



 

 

 

 

 

 

 

 

 

Step 8. On the 
Requests page, click 
the corresponding 
Output button of your 
request (with the 
Request ID used as 
reference).  
 
The DV will then open.  
 
Note: If the Output 
button does not 
immediately appear, 
just click the Refresh 
button located above 
the Request ID 
column.     

  



 

 

 

 

 

 

Step 9. Print or save 
a copy of the DV on 
your computer.  

  



 
Sample Disbursement Voucher (DV) Generated through UIS



 


