Process ID

Process Name
Information System
Functional Domain
Responsibility
Purpose

Data Requirement
Scenario

University of the Philippines

Financial Management Information System

User Guide

Printing of Official Receipts (OR)

Financial Management Information System

Accounts Receivables Module

Receivables Cashier

To print official receipts

Receipt Number

The cashier already saved the receipt and is now ready for printing.
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Process Steps

1

Fig. 01

Fig. 02

Fig. 03

Process Details
On the Main Menu, go to Receivables Cash (Refer to Fig .01)
Note: If Receipts window is already open, proceed to Step 4
= M R ceivables Cash, UPQ
[ Transactions
Ll Receipts
Then click on Receipts, and then Receipts. (Refer to Fig. 02)
B O Receivables Cash, UPC

0O Transactions
=0 Receipts

Receipts Summary
B [ Netting

The Receipts window will open. (Refer to Fig. 03)

O Receipts (UP Cebu : PHF)

Receipt Balances

| Unidentifiec
i 17-MAR-2015
Receipt Method Receipt Date Applied
Receipt Number GL Date [17-MAR-2015
On Account
Receipt Amount  FHF Maturity Date | 17-MAR-2075 .
Unapplied
Receipt Type | Standard = Functional Amaount Cash Claims
Stats I Prepayments
Main | hore
Detail Custormer Bank
Id
entiy By Earmed Discounts
Trans Mumber X
Unearned Discounts Name
Custorner Aecount
MNarme Bank Charges
MNumhber Remittance Bank
Location Name
Taxpayer [D Branch
Account
Reference Comments

Postmark Date

Confirm... 1 Beverse .. 1 Receipt Histary Search and Apply Apply

On the menu, located on the top of the screen, go to View, and then Request. (Refer
to Fig. 04)
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Fig. 04

|| Oracle Anplications - Praduction Tnstance

File EMFD!der Taonls Acthons  Window Help

Zoam

Find...
Retei Fing o

Recard

, _
Query By Example | - Receipt Date

Translations...
Attachments... | Ltandard v| Functional Amount

SurmmargDetail |

W Show Mavigatar B g (] el [ A1 @ D S| ?

a8 GL Date
|F HF | Waturity Date

BN E

m L. B LESTS

The Find Request
05)

window will open, click on Submit a New Request. (Refer to Fig.

Fig. 05

B

Reguest I My Requests In Progress

l ' Specific Requests

My Completed Requests

— O x

Reguest ID
Narne |

Date Submitted

Date Completed

Status | |
Phase | |

Reguestar |

[Tlnclude Reguest Set Stages in Query -
Order By |Request D '|

Select the Mumber of Days to Wiew: i

Submit a Mew Reguest... ) ( Clear | l Find )

The Submit a New Request window will open. Choose Single Request as the type of
request you want to run, then click on Ok. (Refer to Fig. 06)
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Fig. 06

Fig. 07

O Subrmit a Mew Reguest

What type of request do you want to run?

No.

® Single Request

This allows you to submit an individual request.

' Request Set

requests.

This allows you to submit a pre-defined set of

o

Cancel JI

The Submit Request window will open. On the Name field, type in the name of the

report. (Refer to Fig. 07)

© Submit Reguest
Run this Request. ..

Operating Unit |

At these Times. ..

Parameters |
Language |American English
( Language Settings... [ Debug Options
Run the Job |As Soon as Possible ( Schedule. .

Upon Completion...
¥ Save all Output Files

Layout |L_UP_OR_UPC_W

Options...

Natify |

Print to |n0prin1

Delivery Opts

Help (C) ( Submit [ | cancel )

Ccu Name of Report

UP Baguio UP Baguio Official Receipt (OR)

UP Cebu UP Cebu Official Receipt (OR)

UP Diliman UP Diliman Official Receipt (OR)

UP Los Banos UP LB Official Receipt (OR)

UP Manila UP Manila Official Receipt (OR)

UP Open U UP OU Official Receipt (OR)

UP PGH UP PGH Official Receipt (OR)
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UP System UP System Official Receipt (OR)
UP Visayas UP Visayas Official Receipt (OR)
UP Visayas-Tacloban College UP VTC Official Receipt (OR)

After typing in the name of the report, the Parameter window will pop-up. Enter the

8 Receipt Number of the receipt that needs to be printed, then click OK. (Refer to Fig.
08)
O Parameters
Receipt Mumhber |
Fig. 08
( ok || |cancel ) [ cClear | [ Help |
9 Click Submit.
(Refer to Fig. 09)
O Suhmit Reguest
Run this Reguest...
Copy...
Name |UP Cebu Official Receipt (OR)
Operating Unit |
Parameters |3333
Language |American English
Language Settings..| | Debuy Options
. At these Times...
Fig. 08 Run the Joh As Soon as Possible ( Schedule. .. |
Upon Completion...
¥ Save all Output Files
Layout |L_UP_OR_UPC_V | Options... |
Natify |
. ; Delivery Opts
Print to |n0pr|nt
Help (C) ( Submit || cancel )
10 A Decicion window will pop-up, asking if there is another request to be submitted.

Click No. (Refer to Fig. 10)
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Fig. 10

O Decision

@ Feguest submitted.
(Feguest |0 = 1292735)

submit another request?

11

Fig. 11

Ty Completed Requests

My Requests In Progress

' Specific Reguests

Request ID

MNarre

Date Submitted

Date Completed
Status
Fhase

Requestor

[Include Reguest Set Stages in Query
Order By |REHU95“D "|

Select the Mumber of Days to Wiew: 7

( Submit a bew Request... J ( Clear | || Find )

12

The Requests window will come up. It contains all the requests the user has made.
Once the request for OR printing has been Completed with a status of Normal. Click
on View Output. (Refer to Fig. 12)
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Refresh Data | Find Requests J Submit a MNew Request. .. J
Reguest ID Parent
| Marre Fhase Status Farameters
| § P Cebu Official Receipt (C | completed  Normal | 3333 =
1285655 UP Systern Official Receipt Completed Marmal 122758
1257485 UF Cebu Official Receipt (€ Completed Mormal BE6ES
1257484 UP Cebu Official Receipt (€ Completed Mormal 3333
Flg 12 12872068 elIP Official Receipt Cornpleted Marmal ,3333, .,
1286263 Open Period Balances Completed Marmal 101, 2071, DEC-15
1286261 Open Period Balances Completed Marmal 101, 2071, MAR-15
1286260 Open Petiod Cormpleted Marmal UPC2071(FPHP), 1046, 2071, 5
1286258 Cpen Encurnbrance Year Cornpleted Marrmal 104G, 2071, %
1286255 Open Period Completed Mormal LUPC2071(PHF), 1046, 2071, 5 +
Haold Reguest Wiew Details... J Wiewy Output J
Cancel Reguest Diagnostics ) Wiew Log... )

The Receipt that needs to be printed will be loaded on the Browser. Look for

13 the print icon on your browser or press Ctrl + P on your keyboard (Refer to
Fig. 13)
Oracle Applications ... | http:/fpu.v13=TEST x | Oracle Applications ... x),"fFNDWRR.a(e XV\"\ + EI@
D putodev.up.edu.phB005/0A_CGFNDWRR.exe v C || Q Search wE 3 Ad e =

@ Most Visited | Getting Started 7 FMIS E Supplier Registration

18-MAR-15

Student Student
Fig. 13

UPC_Rentals 40202060 POD0,000.00
-Test

P20,000.00

Minety thousand & V100

Paraz, Paul




