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PREPARE
DISBURSEMENT VOUCHER (DV)

FOR A FOREIGN CURRENCY
TRANSACTION




Manual ID
Information System
Functional Domain
Responsibility
Purpose

Data Requirement

Dependencies

Scenario
Author

UM20038
Financial Management Information System (FMIS)
Accounts Payables Module
Payables DV
Preparing and processing a disbursement voucher for a foreign currency transaction
Disbursement Voucher Details and Scanned Supporting Documents
e Responsibility Center Code
e Special Code
e Expenditure Type
e Supplier is already registered in the system

*For DVs to be paid in a currency other than PHP

e Currency is defined in the system.

e Daily Rate for the currency is defined in the General Ledger Module.
The DV originator will enter DV details and attach scanned documents required for processing.
Kenex Carl Mina



Step 1. Loginto
uis.edu.ph.

' P
nila E Visayas
'_J/A'l'

4 > {example: michaeljamessmith)
> % P / *Password | |
(example: #59:23] ‘

_Login || cancel |

Accessibilityl None v




Step 2. On the FMIS
Main Menu, click the
Payables DV

University of the Philippines

Responsibility.
B Favorites ¥ Diagnostics Logout
Enterprise Search |.-'-\II E| | GO Search Results Display Preference IStandard :
Oracle Applications Home Page A dropdown IISt WI”
appear.
Main Menu Worklist
o
D eup spMs 1CS Seff Service [From Type Subject [sent~ |
D general Ledger Accountant, UPS SYSADMIN HR Other Professional Qualifications has been forwarded for approval to Hidalgo, Dizne Krisha Mae|01-Feb-2017
mpalames Accountant, UPS SYSADMIN HR Other Professional Qualifications has been forwarded for approval to Hidalgo, Dizne Krisha Mae|01-Feb-2017
mpalames Budget Officer, UPS Salvio, Sarah "Joy" HR Your appraisal has been completed. Please review and provide feedback. 19-Jan-2017
I T S S SYSADMIN HR Certificate of Service for Batu, Alyssa has been approved. 11-Jan-2017
EPa}[abIes DV, UPS SYSADMIN HR. Travel Order for Batu, Alyssa has been approved. 26-0ct-2016
——————— UMX Login Help Password Reset 13-Jan-2016

—IFdygdl =AU U
- ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
f SEecr Roes
& DI Recaivables Accountant, UPS ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
I Receivables Biling, UPS
CIReceivables Cash, UPS
Blue Employee Self Service

I up 1c5 seff service




Step 3. Click the
Entry folder.

University of the Philippines

B Favorites v Diagnostics Logout
Enterprise Search |.-'-\II E| | GO Search Results Display Preference IStandard :

Oracle Applications Home Page

Main Menu Worklist

—

T eup sPMS ICS Seff Service [From Type Subject [sent~ |
T general Ledger Accountant, UPS SYSADMIN HR Other Professional Qualifications has been forwarded for approval to Hidalgo, Dizne Krisha Mae 01-Feb-2017
Epayables Accountant, UPS SYSADMIN HR Other Professional Qualifications has been forwarded for approval to Hidalgo, Diane Krisha Mae 01-Feb-2017
Epayables Budget Officer, UPS Salvio, Sarah "Joy" HR Your appraisal has been completed. Please review and provide feedback. 19-1an-2017
EPa}[abIes Cashier, UPS SYSADMIN HR Certificate of Service for Batu, Alyssa has been approved. 11-Jan-2017
BE3 Payables DV, UPS SYSADMIN HR. Travel Order for Batu, Alyssa has been approved. 26-0ct-2016

S UMX Login Help Password Reset 13-Jan-2016

¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

S entry

e
B3 Accrual vrite-Off

£ payables Pre-Audit, UPS

I Receivables Accountant, UPS

[ Receivables Biling, UPS

I Receivables Cash, UPS

Bue Employee Self Service

T3 up 1CS seff Service




Step 4. Click DV.

University of the Philippines

The Invoice
B Favorites ¥ Diagnostics Logout WOI’kbenCh WindOW
Enterprise Search | Al (=[] | Go Search Results Display Preference m will Open.

Oracle Applications Home Page

Main. Menu Workist
|_Personalize ‘*ﬁjﬁ Eisiti|
@ 3 eup spws 1cs self Senvice [From [Type |subject [sent~ |
= Q General Ledger Accountant, UPS SYSADMIN HR Other Professional Qualifications has been forwarded for approval to Hidalgo, Diane Krisha Mae 01-Feb-2017
=zl Payables Accountant, UPS SYSADMIN HR Other Professional Qualifications has been forwarded for approval to Hidalgo, Diane Krisha Mae|01-Feb-2017
® £ payables Budget Officer, UPS Salvio, Sarah "Joy" HR Your appraisal has been completed. Please review and provide feedback. 19-Jan-2017
® 3 payables Cashier, UPS SYSADMIN HR Certificate of Service for Bat ssa has been approved. 11-Jan-2017
= E3 payables DV, UPS SYSADMIN HR Travel Order for Batu, Alyssa has been approved. 26-0ct-2016
E| Print DV UMX Login Help Password Reset 13-Jan-2016

¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

pense Reports
@ Recurring DV
8 O inquiry
8 3 Accrual wirite-Off
@ D Payables Pre-Audit, UPS
® \:‘ Receivables Accountant, UPS
@ O Receivables Biling, UPS

® ‘J Receivables Cash, UPS
M 1p emnl Calf Ganjica




Batch Control Tatal

Eile Edit “iew Folder Tools Reports Window Help

HY® &n8 SP

N APOD % 2

Batch Actual Total

L

L
=]

Operating Unit || Type PO Murn| | Supplier Name Supplier Murn Branch O Date 0% Nurmnber Currency | |DV »
. UP Systern Standard John L Bautista 028 LAGLINA 28-MAR-2017 PHP =
1] 3

1 General 2 Lines 3 Holds 4 View Payments 5 Scheduled Payments B Yiew Prepayment Applications
Summary Armount Paid Status
lterms FHF |0.00 Status Mever Validated
Retainage Accounted Unprocessed
Frepayments Applied Approval Required
Withholding Haolds
Subtotal Scheduled Payment Holds
Tax
Freight o
Miscellaneous Deserigtion
Tatal
Actions.. 1 Calculate Tax Tay Detail= )I Corrections jl Cluick katch Match I All Distributions jl

Step 5. Fill out the
Invoice Workbench
with the details of the
DV.

*Yellow fields are
required details.

Ellipsis button I on
a field means there is
an available list of
values/ choices for
the field from which
you may choose.



Field Name

Description

Remarks

Type

Default value of type is “Standard”. This is used for
payments to suppliers and individual persons. Use
“Prepayment” for Cash Advances.

Required Field
Select from List of Values

PO Num The PO or Purchase Order number is generated from Optional field
SPCMIS. DO NOT enter manual PO numbers Select from List of Values
Supplier This is the payee of the voucher. Select the company or the Required field
Name name of the individual person from the list of values. Select from List of Values
If the name of the company or person is not on
the list, register them thru the Supplier
Registration Website.
Supplier Unique ID number for the supplier Required field
Num Auto-populated if the Supplier Name is filled out
Branch Branch or site of the supplier Required field
Auto-populated if Supplier Name is filled out
DV Date This is the date of DV preparation. This field defaults to Required field
current date by clicking the TAB key on the keyboard Choose from Calendar
DV Number | This is the DV number generated by the system once you Not editable
have completed filling out the form and saving it. Unigue number
Currency This field indicates the currency of the DV amount. Default Required field
value is the default currency payment used in registering the Auto-populated if Supplier Name is filled out
supplier.
Payment Indicates how payee will be paid (e.g Check, RDA etc) Required field
Method Auto-populated

Default is “Check”




File Edit Yiew Falder Tools Reports Window Help

% @ l
Batch Control Total

€ NHE A LBDIP5H 2

Batch Actual Total

ltems
Retainage ’—
Prepayments Applied ’—
Withholding |
Subtotal l—
Tayx ,—
Freight |

[PHP [0.00

(] up v
arne ||Supp|ier MNum ||Elranch ||DV Date HDV MNumber | Currency ‘D Amount ||GL Date ||F'ayment Curr |
Bt o028 LAGUNA [31-MaR-2017 || L - | [1-MaR-2017  |[PHP =
| | | | i i | |
| | | | | | | |
| | | | | | | | 5
LT et »
W 2 Lines 3 Halds 4 Yiew Payments 4 Scheduled Payments & “iew Prepayment Applications
Summary Amount Paid Status

Status |NeverVaI\dated

Accounted |Unprocessed

Appraval |Required

Holds [

Scheduled Payment Holds

Miscellaneous ’— Description
Total ,—
( Actions.. 1 [ Calculate Tax | [ Tax Details )I ( Corrections ) ( Cluick hatch ( hatch ) ( All Distributions )I

Step 6. If the
Disbursement
Voucher to be made
is in a currency other
than PHP, simply
change the
Currency field by
typing the desired
currency or by
clicking the ellipsis

button & , then
choosing a currency
from the List of
Values



File Edit ¥iew Folder Tools Reports Window Help

HP9 284 € HeEw LB0H% ?
= —lofx
Batch Control Tatal Batch Actual Total
= UP DV O
0% Date D% Murnber Currency || D% Amount GL Date Payrnent Curr Other D% Details Descrigtion
. 29-MAR-2017 FHF 150000 25-MAR-2017 FPHF
1
(o

1 General 2 Lines

Summary
ltems
Retainage
Prepayments Applied
Withholding
Subtatal
Tax
Freight
Miscellaneous
Tatal

Actions... 1 Calculate Tax

Supplier Invoice Murmber

Payee Name

Fund Cluster
Responsibility Center
Special Code
Expenditure Type
Frocessar

Pre-Audited by

1

QanceIJI Clear )

Help )

Tay Details

Caorrections

Quick Match

Match

All Distributions

Step 7. Upon
clicking the Other
DV Details field,
the Disbursement
Voucher DFF
window will open.

Fill out all the
applicable fields,
then click OK.



Field Name Description Remarks
Supplier Invoice Number Fill out this field if you have a bill or invoice from Optional field
a supplier (e.g Meralco Bill #00124). Free text
Payee Name Fill out this form only if a generic name for the Optional field
field Supplier Name was used (e.g. Payroll, Free text

Students). Indicate here the group of payees
such as “Juan dela Cruz et al’.

Responsibility Center

This indicates the office or unit where the
voucher originated. This will also determine the
Unit Head Approver.

Required field
Select Values from List of Values

Special Code (or Special Project
(SP) Code)

Indicates the account code of the project or
special fund to be used for the voucher. This
field is commonly used by research projects
such as DOST Projects and others.

Required field

Select from List of Values

If not sure of which Special Code to
use, contact your local Accounting
Office.

Expenditure Type

A classification of the nature of the DV (e.g.
MOOE, Personal Services etc.)

Required field
Select from List of Values

Processor

Name of the person who prepared the DV

Required field

Pre-Audited by

Name of the person from the Accounting Office
who will pre-audit the voucher

Do not fill out.




File Edit “iewEaldar Tools Repors Window Help

B0 G EBSGP £ M

el £EPP% 2

o = =] 3
Batch Contral Tatal Batch Actual Total
[&] up Dv
ite HDV MNumber HCurrency”DV Amaunt ||GL Date ||F'ayment Curr ||Other D% Details ||Descr|pt|0n |
B | PHP | 1so000 2MARZ017 [PHP [ Training =
| | | | | | |
| | | | | | |
| | | | | | | 3
T | 3
1 General 2 Lines 3 Holds 4 iew Payrments 5 Scheduled Payments B Wiew Prepayment Applications
Surnmary Arnount Paid Status
ltems ,ﬁ 0o Status |NeverVaIidated
Retainage Accounted |Unprucessed
Prepayments Applied Approval |Required
Withholding Holds
Subtatal Scheduled Payment Holds
Tax
Freight )
Miscellaneous Description
Total
( Actions... 1 | I Calculate Tax | [ Tax Details ) ( Corrections ) ( Quick Match ( tatch ) ( All Distributions )
[T [T
Record: 1/1

=05Cx

Step 8. Click the

Save button 6" or
press Ctrl + S.



File Edit “iew Folder Tools Reports Window Help

5—;%@ Gr8SP LN

Batch Contral Total

2| urov

SLEODYPH 2

Batch Actual Taotal

=

Operating Unit | Type PO Murn||Supplier Name Supplier Mum Branch D Date D% Murmber urrency || D%«
. UP System Standard John L Bautista o028 LAGUMA, 29-MAR-2017) 2484 AHP =
1] 3

1 General 2 Lines 3 Holds 4 iew Payments 5 Scheduled Payments B %iew Prepayment Applications
Summary Amaount Paid Status
ltems FHF |0.00 Status Mever Walidated
Retainage Accounted Mo
Prepayments Applied Approval Reguired
Withhaolding Holds |0
Subtotal 0.00 Scheduled Payment Holds [0
Tax
Freight o
Miscellaneous Descrption o
Tatal o Training
Actions. 1 Calculate Tax Tay Details )I Caorrections )I Quick katch Match I All Distributions )I

Record: 11

=03C=

' Notice that you will
not be able to save
the transaction until
all the required fields
have been filled out.
Once saved, a
system-generated
DV Number will be
provided. This
number will be used
then in the
transmittal form to be
submitted to the
Accounting Section.




Eile Edit View Folder Tools Reports Window Help

BZY® &%

¥
S Invo otkhench

Batch Control Tatal
[&] up v

Batch Actual Total

|Operating Unit HType ||F'O NumHSuppIier Marme HSuppIier Murm ||Elranch ||D\r’ Date ”DV Murmber ||Currency|@
B sistem  [Stangard Wohn L. Bautista B028 [LAGUNA 29-MAR-2017 (2484 PP [ =

| .

A R R |

4 Miew Payments

—
| | [ &

3

5 Scheduled Payments B Wiew Prepayment Applications

— 2Lines 3 Holds

ltems
Retainage l—
Prepayments Applied ,—
Withholding |
Subtotal 0.0o0
Tax l—
Freight l—
Miscellaneous ,—

Tatal 0.00

Summary Arnount Paid

[PHP D00

Status

Scheduled Payment Holds |0

Description

Status |NeverVaIidated
Accounted |N0

Approval |Required

Holds [0

Traihing

( Actions... 1 | [ Calculate Tax | [ Tax Details )

( Corrections )

( Quick Match

( Match ) [ AlDistributions |

Record: 111 | | | | <osC=

Step 9. Click the 2
Lines tab of the
Invoice Workbench.



File Edit “iew Folder Tools Reports Window Help

Batch Contral Total Batch Actual Total
[ vy

|Operating Unit ||Type ||F'O Num”SuppIier MName ||Supp|ier Murn HElranch ||D\/ Date HDV Murnber ||Currency||£
B system [Standard lohn L. Bautista B028 [LagUnA 29-MAR-2017 [2484 [PHP

|

| | | | | | | | | l_,;
| | | | | | | [
| | | | | | | [

1 General _ 3 Halds 4 View Payments 4 Scheduled Payments B Yiew Prepayment Applications

Total

@DV Lines Gross Retained Met

IE:HAmount ||C bR/BUR ||Withhu|ding Tax Group ||Descripti0n ”GL Date ||F'O Murnber ||F'O Re\ease|E

|1_ literd | 1500 | | Trairing PomaR2m7 | | [

g i | | | | | 0.

Ll | | | | | | [

LIl | | | | | | [

[ I—I | | | | | | [+

4| 3

( Digcard Line 1 | I Distributions | I Allocations )

( Actions... 1 | I Calculate Tax | [ Tay Details JI ( Corrections )I ( Quick hatch ( Match ) ( All Distributions JI

Recard: 171 =08C=

Step 10. Enter the
gross amount of the
DV in the Amount
field.



File Edit “iew Folder Tools Repors Window Help

Step 11. Click the

He0[FE8SP N R £LBOYG ?
=2 = =) 3 Save button or
Batch Contral Total Batch Actual Total CTRL + S A
& uPDV confirmation will
Operating Unit || Type PO Mum|| Supplier Mame Supplier Num Branch D Date D% Mumber Currency DV » appear on the |0wer
. UP System Standard John L. Bautista o028 LAGUNA 29-MAR-Z017 2484 FHF = Ieft Slde Of the
window.
4| »
1 General 2 Lines 3 Haolds 4 Miew Payments 5 Scheduled Payments B YWiew Prepayment Applications
Tatal
gIDV Lines Gross Met
Mo, || Type || Amount ObR/BUR Withholding Tax Group || Description GL Date PO Murnber PO Release | |F
1 [term 1500 Training 29-MAR-2017 =
[ 3
Digcard Line 1 | Distributions | Allocations
Actions.. 1 Calculate Tax Taz Details jl Corrections )I Quick katch hdatch All Distributions )I
[T = T
Record: 171

=05C=

Expected Result
e A Disbursement Voucher in Foreign Currency is created.



