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QP FMIS — Disbursement Voucher Preparation

Process Details
NOTE: After Cash Office Head approves the validated disbursement voucher,
Disbursement Voucher Officer will process the payment for the approved DV. Paid
DV through RDA will be included in the generation of Report of Disbursement.

Process Steps

1 In Main Menu, click Payables Cashier responsibility and navigate Disbursement
Voucher > Entry > DV (Refer Fig. 01.a)

Note: If Oracle Application Window is already open as shown in Fig. 01.b navigate
through Disbursement Voucher > Entry > DV (Refer Fig. 01.b)
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2 Click View menu and select Request.(Refer to Fig. 2)
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3 Click Submit a New Request... button. (Refer to Fig. 3)
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Click OK button. (Refer to Fig. 4)

Fig. 4
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Click the Name field. Enter “UP%report%disbursement%” and press TAB key in
keyboard. (Refer to Fig. 5)
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Enter the required parameters then click Ok button. (Refer to Fig. 6)
6 e Date From and Date To requires a standard format of date (DD-MMM-YYYY).
e For Report No field, it requires numeric value
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Fig. 6 Report No PEVE)

7 After entering the parameters, click Submit button. (Refer to Fig. 7)
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8 Click No button. (Refer to Fig. 8)
Fig. 8
9 Click Find button. (Refer to Fig. 9)
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10 Select the Report requested and Click View Output button. (Refer to Fig. 10)
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11 Requested report will automatically generated. (Refer to Fig. 11)
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REPORT OF DISBURSEMENTS
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TOTAL:
CERTIFICATION
Thereby certify that this Report of Debited Account in T sheet (s)is a

full, true and comect statement of all debited accounts processed by me in
payment for obligations for the period stated and shown in the attached
disbursement voucher.

MR Michael Angelo Soliven EE"” 17,2015
Disbursing Cfficer Date




