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STEP 1 |From Main Menu, click 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)




Parsonalize

B3 Fixed Assets Accountant, UPD
B O Fixed Assets Controller, UPD
B nauiry
=l |=:| Accofo
Asset Workbench
Capitalize CIP Assets

Set Extended Life
Fig.03 3 Maintenance

B3 Insurance
B3 Impairment
B Mass Transactions
3 production
B Physical Inventory
CJ other
Bpurge
O3 Fixed Assets Super User, UPD
(3 Receivables Cash, UPD Colaw
B3 up 1c5 Self senvice

STEP 4 |Click on theView then select Request.
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The Submit a New Request window will appear. Select Single Request and click
STEP 6

What type of request do you want to run?

= Single Request

This allows you to submit an individual request.
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requests.
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Enter UP Inventory and Inspection Report of Unserviceable Property (IIRUP)in the

STEPY Name field. (Refer to Fig. 07)
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Step 8 |Fill in the Parameters then click .




O Parameters

Asset Book
College
Accountable Officer
Pasition

Requested by
Pasition

Approved by

Position

UPD GENERAL

DI04042001 UPD Law Complex
Rago, Ms. Alona Mena

Administrative Assistant V

Ahas, Ms. Adela Martinez

Administrative Officer IV

Lilang, Ms. Evelyn Balucos

Administrative Officer Il
1

Ok Clear J Help )
Field Name Description Remarks
Asset Book Asset book where the assets tagged for Required Field
retirement are recorded Must be selected
) from a maintained
Fig.08 list of values
College 10-digit code for the Responsibility Center Required Field
9 matched with HRIS Organizations Must be selected
e.g DI04042001 (UPD Law Complex) from a maintained
list of values
Accountable Name of the Accountable Officer on the Must be sglec_ted
Offi t head from a maintained
cer report header list of values
e Position of the Accountable Officer Auto filled
e Name of the Accountable Officer Must be Selec.wd
from a maintained
list of values
Position Position of the Accountable Officer in the Auto filled
Requested by field
Approved by Name of Authorized Official Must be sc_elec_ted
from a maintained
list of values
Position Position of the Authorized Official Auto filled
STEP 9 -
Click S ‘button. (Refer to Fig.09)




‘O Submit Request
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STEP 11 |Refresh Data until the Phase changes to Completed View Output. (Refer to Fig.11)
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Result Information:

Expected Results

UNIVERSITY OF THE PHILIPPINES

DILIMAN
Diliman ,Quezen City Metro Mania,NCR
VAT Reg. TIk: 000-000-864-00006

INVENTORY AND INSPECTION REPORT OF UNSERVICEABLE PROPERTY

Asof Oct11 2017

Entity Name:  UP Diliman Fund Cluster : 0L

Administrative Assistant V UPD Law Complex
(Nanmse of Accountable Qffcer) (Designation) (Station)
INVENTORY INSPECTION and DISPOSAL
. scounubied . DISPOSAL . RECORD OF SALES
Date Partcubrsf Articles | TPSTY Qi | Unit | Toml ) coumulated | o | Canvine Remarks Appraised
Acquired TNo. Cost Cost | Depreciation ) Amount N Others Valie
05565 Sale Transfer | Desiruction " Total OR No. Amount
(Specify)
30 Mar-14 | AIRCON 1 2000000 | 20,0000 000 000 20,000.00
TWAECHINE - OFFSET
30 Mar-14 CANVERS COMFANICA 0013845 12 6376885 | 76522 000 000 63,766.85
30-Mar-14 | TABLE 1 1100000 | 11,0000 000 000 11,000.00
30Mar 14 | AFPLELAFIOF T | e0poogn | 120000 000 000 | 600000
30-Mar-14 | HP PRINTER. 1 2600000 | 26,0000 000 000 26,000.00
IHEREBY request inspection and disposition, pursuant to Section 79 of PD 1445, of the property enumerated abowe [ CERTIFY that [have inspected LCERTIFY that I have witnessed
cach and every article snumerated in this the disposition of the articles
report, and that the disposition made enumerated on this report this day
thereof was, in my judzment, the bestfor of
the public interest.
Requested by: Approved by
(Signature over Printed Mame of " (Signature over Printed Mame of Authorized (Signature over Printed Name of (Signature over Printed Name of
Acsountable Officer) Official) Tnspection Officer) Witness)
Administrative Officer IV A dministrative Officer I

Faport ganerated uith U aBLsinass St Felease 12 on Dotcber 11,2017 5:50:20
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