
 

 

 

User Guide 
 

 

Description: 
User Guide ID UFM40022 

User Guide Name Generate an Inventory Custodian Slip 

Information System Financial Management Information System 

Functional Domain Fixed Assets Controller 

Purpose To generate an Inventory Custodian Slip (ICS).The ICS is a form used 

by the Supply and/or Property Custodian to issue tangible items 

amounting to less than P15,000 to end-user to establish accountability 

over them. 

Data Requirement • Name of employee who received the asset.  

Dependencies Employee name should be recorded in UIS HRIS; 

A semi-expendable asset has been recorded and assigned to an 

employee in the system 

Scenario The Supply and/or Property Custodian will generate an ICS to be 

signed by the end-user accountable for the semi-expendable asset. 

Author Kenneth Paul G. Mararac 

 

 

 

Revision History: 
Version 

Number 
Date Author Description of Change 

1.0 September 25, 2017 Mararac, Kenneth Paul G. Initial Issue 
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STEP 1 From Main Menu, click the Fixed Assets Controller responsibility. (Refer to Fig. 01) 

Fig.01 

 

STEP 2 Click the Assets folder. (Refer to Fig. 02) 

Fig. 02 

 

Step 3 Click the Asset Workbench. (Refer to Fig.03) 



 

 

Fig.03 

 

STEP 4 Click the View menu then select Request. (Refer to Fig. 04) 

Fig. 04 

 



 

 

STEP 5 Click the  button located on the lower right corner of the 
Find Requests window (Refer to Fig.05) 

Fig. 05 

 

Step 6 
The Submit a New Request window will appear. Select Single Request and click 

 (Refer to Fig. 06) 

Fig.06 

 
 
 

STEP 7 Enter UP Inventory Custodian Slip (ICS) in the Name field. (Refer to Fig. 07) 



 

 

Fig. 07 

 

Step 8 Fill in the Parameters then click . (Refer to Fig. 08) 

Fig.08 

 

Field Name Description Remarks 

ICS No. Form or report number maintained by the 

Supply and/or Property Custodian 

• Required Field 

• Free Text 

Asset Book Name of the asset book in which assets were • Required Field 



 

 

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

Received from Designated Supply and/or Property 

Custodian 

• Must be selected 
from a maintained 
list of values 

Position Position of the person in the Received from 

field. 

• Auto filled 

Received by  Recipient or end-user of inventory 
• Must be selected 

from a maintained 
list of values 

Position Position of the person in the Received by 

field. 

• Auto filled 

 

STEP 9 
Click the button. (RefertoFig.09) 
 

 

 

 

 

 

Fig. 09 

 

 

 



 

 

STEP 10 
A Decision window will appear. Click if there are no more requests. Take note of 
the Request ID. (Refer to Fig. 10) 

Fig. 10 

 

STEP 11 
Refresh Data until the Phase changes to Completed, then click View Output. (Refer to 
Fig.11)  

Fig. 11 

 

 

 
 
 

 
 
 
 
 
 
 
 



 

 

 
 
 
Result Information: 
 

Expected Results 

 

 
 

 


