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1.  DOCUMENT CONTROL 

1.1 Change Record 
Date Author Version Change Reference: 

07 February 2017 
Reah Mae Supnet, 
Carlo Evangelista & 
Emmanuel Lim 

1.0 Initial Issue 
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2.  Description 

Script ID UGSP070510 
Script Name Create Buyer for PO 
Information System Supplies, Property and Campus Management Information 

System 
Functional Domain Purchasing 
Purpose To create Buyer 
Data Requirement  
Dependencies  
Scenario  
Author Reah Mae Supnet, Carlo Evangelista & Emmanuel Lim 
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STEP 1. Go to uis.up.edu.ph 
 

STEP 2. Log-in your credentials 
(Username and Password) 
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STEP 3. In the Main Menu, 
select Purchasing Manager, 
<CU> 
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STEP 4. Choose Setup folder 
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STEP 5. Select Personnel 
folder 
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STEP 6. Select Buyers 
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STEP 7. Click Add Buyer 
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STEP 8. Under the Buyer 
column, click the Search button 

( ) beside the empty field. 
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Search and Select Buyer 
page will appear 

 
 

In the Search field type the last 
name of the Buyer followed by 
a percentage sign (%)  
(Exmaple: Supnet%), then click 
Go.  
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Select the buyer by clicking the 

Quick Select icon ( ) beside 
the name.  
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STEP 9. Click Save 
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A Confirmation will appear 
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