
  



 

 

 

CREATE TRANSACTIONS  

IN FOREIGN CURRENCY 



Manual ID UM10011 

Information System Financial Management Information System (FMIS) 

Functional Domain Accounts Receivables Module 

Responsibility Receivables Billing 

Purpose To prepare a billing statement for a foreign currency transaction 

Data Requirement Receipt Number, Currency, Amount, Bill / Transaction Number or Bill-to-Information 

Dependencies 

• Bank Account Set-up 

• Transaction Types Set-up 

• Transaction Sources Set-up 

• Bill items / Memo lines Set-up 

• Registered Customers 

• Bill-presentment Set-up 
 

*For foreign currency transactions 

• Currency is defined in the system. 

• Daily Rate for the currency is defined in the General Ledger Module. 

Scenario A Customer is being billed. 

Author Kenex Carl Mina 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 



 

 

 

 

 

 

 

 

 

 

Step 1. Log in to 
uis.edu.ph. 

  



 

 

 

 

 

 

Step 2. On the FMIS 
Main Menu, click the 
Receivables Billing 
responsibility. 

 

A dropdown list will 
appear.  

  



 

 

 

 

 

 

Step 3. Click the 
Transactions folder. 

 

  



   

 

 

 

 

 

 

Step 4. Click 
Transactions under 
the Transactions 
folder. 

 

The Transactions 
window will open. 

 

 

 

  



 

 

 

 

 

Step 5. If the 
transaction is to be 
billed on a currency 
not in PHP, change 
the Currency field by 
typing the desired 
currency or by 
clicking the ellipsis 

button .  

 

  



 

 

 

 

 

Choose a currency 
from the List of 
Values, then click 
OK.   



 

 

 

 

 

Step 6. After filling 
out the necessary 
fields, click the Line 
Items button to add 
billable activities or 
Memo Lines to the 
Customer. 

 

The Lines window 
will open.  

 



Step 7. Fill out the 
table with all the 
items to be billed to 
the customer. 

 

If the unit price is 
different, incorrect, or 
in a different 
currency, enter the 
unit price manually. 

 

  



Field Name Description Remarks 

Num Line Item Number • Required field 
• Sequential 

Description Description of the item to be billed to the customer • Required field 
• Select from the List of Values 
• May be entered Manually 

UOM Unit of Measure • Auto-populated depending on the 
Description value 

Quantity Quantity of the item to be billed to the customer • Required field 
• Numerical Values only 

Unit Price Registered price of the item • Required field 
• Auto-populated depending on the 

Description value 
• May be entered manually 
• Registered unit price has no currency 

information. 

Amount Amount to be billed to the customer • Required field 
• Auto-populated 

  

 

  



  

 

 

 

 

Step 8. Click the 

Save button  or 
press Ctrl +S.  

 

Notice that upon 
saving, the Total of 
the Transaction has 
been generated. 

 

 

  



 

 

 

 

Step 9. Close the 
Lines window, then 
click the Complete 
button on the 
Transactions window 
to finish the creation 
of the bill. 

  



 

 

 

 

 

Upon completion, a 
notification on the 
lower left of the 
screen will indicate 
that the Transaction 
has been completed, 
applied and saved. 

 

 

  



 

 

 

 

 

Note that the Bill 
Preview button 

 is displayed, 
and the check box 
beside Complete is 
now ticked.  



 

 

 

 

 

Step 10. Click the 
Bill Preview button 

 to view the bill. 
The bill will load on 
your browser.    
 

The bill may now be 
printed and sent to 
the customer for 
settlement. 

 

 

 

 

 

 

 
  



  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Expected Results 

• A transaction is created and billed to the customer 

• A copy of the bill may be given to the customer for 
settlement. 

 

 

 

 

 


