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STEP 1 |From Main Menu, click theFixed Assets Controllerresponsibility. (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 Viewmenu 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

EnterUP Property Acknowledgement Report (PAR)in the Name field.
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Field Name Description

Remarks

PAR Number Serial Number assigned by the Supply and/or
Property Custodian for control purposes

e Required Field

. Numeric Field

. Enter the Serial
Number




Required Field

Asset Book Asset book where the assets are maintained. Must b locted
There is a separate asset book for each fund. frcl)Jr?] a;z(ien?gir?e d
list of values
Received By Recipient or end-user of the PPE asset Ilsﬂiilill;idsg:zged
from a maintained
list of values
Position Designation of the recipient or end-user of iﬁ?ou:;ﬁldegleld
the PPE asset
Office Office of the recipient or end-user of the PPE iﬁ?ougﬁldeg'eld
asset
Issued By Designated Supply and/or Property II?/IeuC:t“tr)eedsZ:glcged
Custodian from a maintained
list of values
STEP 9 . Submit | .
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A Decision window will appear. Click N;jjif there are no more requests. Take note of

STEP 10
the Request ID.
@ Request submitted.
(Reguest 1D = 1049340
Fig. 10 .
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[
Refresh Data until the Phase changes to Completed, then click View Output. (Refer to
STEP 11 | _. .
Fig.11) and the Property Acknowledgement Report will be generated.
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Request 1D Parent
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| 3152237 UF Property Acknowledgm Completed Marmal 276, 10630, 110, Abear, Ms. ]~
152228 UP Request for Pre-Repair Completed Marmal 276, 10630, 111, 20174002 0
3148923 UP Irnventory and Inspectiol Completed Mormal 274106530, 19080101 00:00:
3145595 UP Inventary and Inspectiol Completed Marmal 274, 10630, 20170201 00:00: -
146774 UPD College of Law - LRF Completed Mormal 10630, 274, UPD College of Ls
3146770 UPD College of Law - LRF Completed Mormal 10630, 274, UPD College of Lz
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Result Information:

Expected Results

UNIVERSITY OF THE PHILIPPINES
DILIMAN

Diliman, Quezen City, Metro Manila, MCR
VAT Reg. TIN: DOO0-000-364-00006

Property Acknowledgement Receipt

Signature over Printed Name of End User

Administrative Assistant V

UPD Law Complex

Position/Cifice

Entity Mame:  UP Diliman
Fund Cluster: 01 PA&R Mo 2017-10-1012394194
. . S Property Date
Quantity Unit Description Number Acquired Amount
1 LAPTOP 30-Mar-14 25,000.00
Received by: Issued by:

Signature over Printed Mame of Supply andfor
Property Custodian

Administrative Officer Il
UPD Law Complex

Position/Office

Date




