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STEP 1 |From Main Menu, click the Fixed Assets Controller responsibility. (Refer to Fig. 01)
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STEP 2 |Click the Assets folder. (Refer to Fig. 02)
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Step 3 |Click the Asset Workbench. (Refer to Fig.03)
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STEP 4 |Click the View menu then select Request. (Refer to Fig. 04)
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STEP 5

Click the ST 8 57 RTEe / button located on the lower right corner of the
Find Requests window (Refer to Fig.05)
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Step 6

The Submit a New Request window will appear. Select Single Request and click

(Refer to Fig. 06)
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STEP 7

Enter UP Inventory Custodian Slip (ICS) in the Name field. (Refer to Fig. 07)
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Step 8 |Fill in the Parameters then click C . (Refer to Fig. 08)
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Field Name Description Remarks

e Required Field

ICS No. Form or report number maintained by the e Free Text

Supply and/or Property Custodian

e Required Field

Asset Book Name of the asset book in which assets were




recorded. . Must be selected
from a maintained
list of values

. Must be selected

Received from  Designated Supply and/or Property from a maintained

Custodian list of values
Position Position of the person in the Received from  ° Auto filled
field.

. Must be selected

Received by Recipient or end-user of inventory e
from a maintained
list of values

Position Position of the person in the Received by * Autofilled

field.
STEP 9 -
Click the Sumi |button. (RefertoFig.09)
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STEP 10

A Decision window will appear. Click N;jjif there are no more requests. Take note of

the Request ID. (Refer to Fig. 10)
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STEP 11 Refresh Data until the Phase changes to Completed, then click View Output. (Refer to
Fig.11)
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Result Information:

Expected Results
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DILIMAN

Diliman, Quezon City, Metra Manila, MCR
VAT Reg. TIN: D00-000-864-00006

UNIVERSITY OF THE PHILIPPINES

Inventory Custodian Slip
Entity Name: UP Diliman
Fund Cluster: 01 9032812821
. . Amount . Inventory | Estimated
Quantity | Unit et [ Total Cost Description Item No. | Useful Life
1 un 10,000.00 10,000.00 [ CELLPHONE 000035 24
Becerved from: Eeceived by:
Signature Over Printed Name Signature Owver Printed Name
Administrative Assistant V Administrative Officer 111
Position/Office Position/Office
Date Date




