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STEP 1 |From Main Menu, click theFixed 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 Waste Materials Report (WMR) in the Name field. (Refer to Fig. 07)
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Step 8 | o .
p Fill in the Parameters then click . (Refer to Fig. 08)
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Field Name Description Remarks
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STEP 9 : Submit | .
Click the button. (RefertoFig.09)
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STEP 10 . . , , Mo .
A Decision window will appear. Click ' = if there are no more requests. Take note

ofthe Request ID. (Refer to Fig. 10)
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Refresh Data until the Phase changes to Completed, then click View Output. (Refer to

STEP 11 Fig.11)
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Result Information:

Expected Results

UNIVERSITY OF THE PHILIPPINES
DILIMAN
Diman Quezen City, Metro Manila MCR
WAT Req. TIN: 000-000-864-00006
WASTE MATERIALS REPORT
Entity Name: UP Diliman Fund Cluster: 01
Place of Storage: UFD LAW COMPLEX | Date:Mov 08 2017
ITEMS FOR DISPOSAL
Tte ERecord of Sales
m Qty Unit Description Official Receipt
No Date Amount
1 1 un AIRCON
2 1 pc EECOEDER
3 1 pc STAND FAN
TOTAL
Certified Cormect : Disposal Approved :
Signature over Printed Name of Supply Signature over Printed Name of Head of
and/or Property Custodian Agency/Entity or his’her Authorized
Representative
CERTIFICATE OF INSPECTION
I hereby certify that the property enumerated above was dizpozed of as folwows.
Ttem Destroyed
Ttem Sold at private zale
Ttem Sold at public auction
Ttem Transferred without cost to
Certified Comect: Witness to Disposal:
Signature over Printed Name of Signature over Printed Name of
Inspection Officer Witness




