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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 = / button located on the lower right corner of the

Find Requests window (Refer to Fig.05)
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The Submit a New Request window will appear. Select Single Request and click

Step 6
P (Refer to Fig. 06)




O Submit a Kew Reguest

What type of request do you want to run?

® Single Request

This allows you to submit an individual request.
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STEP 7 |Enter UP Request for Pre-Repair Inspection Report in the Name field.
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Fig.08 (*)
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Identifier of the asset in the system
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Requester Name of end-user requesting for the repair Must be selected
of the asset from a maintained
list of values
: | Submt | :
STEP 9 |Click the button. (RefertoFig.09)




= Submit Request
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STEP 10 . , , . Mo .
A Decision window will appear. Click ' =—_if 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

UNIVERSITY OF THE PHILIPPINES
DILIMAN

Dilllman, Qusazon Clty, Metra Manlia, NCR
WAT Req. TIN 000-000-564-00006

REGQUEST FOR PRE-REPAIR INSPECTION

DESCRIFTION OF PROPERTY
TYRE: Alrcondion SRANDMODEL i
SERIALEMGINE NI PROPERTY MO.
ACQUISITION CATE: “WErh o1, w0 ACQUISITION COST- PHP 14,000,060
CATE OF LAST REPAIR _ Wovember 5, 2017 MATURE OF LAST REPAIR: _FUll Fizpalr
Atiached copy af Latest Job Ofder:
DEFECTS/COMPLAINTS
MATURE AND SCOPE OF WORK TO BEDONE: _ Malor Repalr
PARTE T BE SUPPLIEDREFLACED: _Mator
REQUESTED BY:
min B
PRE-REPAIR INSPECTION BY:
UFD Law Compiax
NOTED &Y:
DAractor |
UFD Law Compiax
OFFICE OF THE AUDITOR
PRE-REFAIR:
FINDINGS:
PRE-INSPECTION BY: NOTED BY:
TECHNICAL PROPERTY INSPECTOR UNIT. ALDITOR
DATE:

POST REFAIR:

JOB ORDER NO. DATE:

INVOICE KO, DATE:

AMT. PER JOS ORDER PAYASLE AMOUNT

FINDINGE:
INSFECTED BY: NOTED BY:

TECHNICAL PROPERTY INSPECTOR UNIT. ALDITOR
DATE: DATE:




