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Using Approvals for UIS Mobile Application

● Download and Installation

○ Download and Installation of Mobile App for Android 
Users

○ Download and Installation of Mobile App for Apple 
Users

● Sign in and Navigation

● Workflow Items Covered

○ Approvals for Project Procurement Management Plan 
(PPMP) and Purchase Request (PR)

○ Approvals for Disbursements (DV)

○ Approvals for Expense Report (iExpense) 
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Download & Installation for 
Android Users
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NOTE: This app has limited features and is only capable of initiating approval of transactions. To access the full set of features, the web-based app (browser-based) must be used instead of this app.
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Download & Installation for 
Android Users

Download and Installation of Mobile App for Android Users

STEP 1: On your mobile phone, open Play Store application
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STEP 2: Go to Search field

Download & Installation for 
Android Users
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STEP 3: In Search field, enter “Approvals for EBS” then click search icon, Then click Install.

Download & Installation for 
Android Users
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STEP 4: On Approvals for EBS application, click Open

Download & Installation for 
Android Users
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STEP 5: A Legal Terms page will appear, read the End User License Agreement,
Then click Agree.

Download & Installation for 
Android Users

CLICK TO GO BACK TO TOP
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Download & Installation for 
Apple Users
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Download & Installation for 
Apple Users

Download and Installation of Mobile App for Apple Users

STEP 1: On your apple gadget, open App Store         application

STEP 2: In Search field, enter “Approvals for EBS” then click the search icon, 
Then click GET.
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STEP 3: Click Install, and provide Apple account password to download the 
app. After complete installation, open Approvals for EBS.

Download & Installation for 
Apple Users
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4. A prompt will appear. Click Allow to receive notifications from UIS.

Download & Installation for 
Apple Users
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5. A Legal Terms page will appear, Read the End User License Agreement,
Then click Agree.

Download & Installation for 
Apple Users

CLICK TO GO BACK TO TOP
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Sign in & Navigation
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Sign In & Navigation

1. On Oracle E-Business Suite Server URL field, enter https://uis.up.edu.ph/
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Sign In & Navigation

2. Log in using your UP Mail Account.
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Sign In & Navigation

3. Pending Approvals window will open.

# Field Name
1 Menu button
2 Notification Search Field
3 Pending Notification List

1
2

3
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Sign In & Navigation

4. Click the Menu button     to view Menu Tab.
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Sign In & Navigation

 5. On the Menu Tab, you will be able to select the following:

● Pending Approvals
● Pending Approvals by Type
● Past Approvals
● Settings
● About
● Sign out
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Sign In & Navigation

 

6. To view approval notification that needs your action, click Pending 
Approvals
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Sign In & Navigation

7. To view approval notification by type that needs your action, click 
Pending Approvals by Type
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Sign In & Navigation

8. To view approval notification that has been approved, 
click Past Approvals.
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Sign In & Navigation

9. To change the setting, click on Settings.
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Sign In & Navigation

● Default First Page - click the 
dropdown to choose a page 
that you would like to view 
upon login.

● Order By – click the dropdown and 
select 

o Sender – to sort the approval 
notification by Sender name

o Sent Date – to sort the approval 
notification by Sent Date

On Settings, you will be able to set the following:
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Sign In & Navigation

10. Click About to review the following:

● Application version (current version 1.8.2)
● Privacy
● Legal Terms

CLICK TO GO BACK TO TOP
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Approvals for 
Project Procurement 

Management Plan (PPMP) 
and Purchase Request (PR)
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https://docs.google.com/document/d/1WIe-DrvMiP5YLnE20jcf0z6f-M8FSL_q/edit#heading=h.2et92p0


Approvals for 
Project Procurement Management Plan (PPMP) 

and Purchase Request (PR)

Reviewing and Responding to PPMP or PR Worklist Notification

1. Open Purchase Request notification
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2. The Approval Notification Details window will appear.

Approvals for 
Project Procurement Management Plan (PPMP) 

and Purchase Request (PR)
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3. To review the details of Requisition Lines, click on Requisition Lines. 

Approvals for 
Project Procurement Management Plan (PPMP) 

and Purchase Request (PR)

29

https://docs.google.com/document/d/1WIe-DrvMiP5YLnE20jcf0z6f-M8FSL_q/edit#heading=h.2et92p0


4. Check the details of the line item. To return to the previous window, 
click the Back (arrow) icon.

Approvals for 
Project Procurement Management Plan (PPMP) 

and Purchase Request (PR)
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5. To review workflow activity, click on Action History.

Approvals for 
Project Procurement Management Plan (PPMP) 

and Purchase Request (PR)
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6. The Action History window will appear. You may check the activity details. To 
return to the previous window, click the Back icon.

Approvals for 
Project Procurement Management Plan (PPMP) 

and Purchase Request (PR)
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7. To view the file, text, or URL attachments, click on Attachments.

Approvals for 
Project Procurement Management Plan (PPMP) 

and Purchase Request (PR)
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8. Click a specific attachment to download and/or review the contents. To return 
to the previous window, click the Back icon.

Approvals for 
Project Procurement Management Plan (PPMP) 

and Purchase Request (PR)
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Approvals for 
Project Procurement Management Plan (PPMP) 

and Purchase Request (PR)

9. To respond to an approval notification, click on the upper right button that 
looks like a drop-down arrow        to either approve, reject, reassign, or request 
information.
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https://docs.google.com/document/d/1WIe-DrvMiP5YLnE20jcf0z6f-M8FSL_q/edit#heading=h.2et92p0


A. To Request Information means that you need additional supporting 
documents, or you have inquiries regarding the expense report details 
before you are able to proceed with approving the transaction. 

After selecting a recipient, enter a comment on the provided space and click Done. A 
notification will appear that says “Request information submitted successfully”.

Approvals for 
Project Procurement Management Plan (PPMP) 

and Purchase Request (PR)

NOTE: The Request for 
Information may be sent to 
previous workflow participants. 
Should you wish to send the 
request to those not in the list, 
you may access your UIS 
worklist via web browser.
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B. For Approval or Rejection, there are two ways to approve:

i. Click on the upper right button      and select Approve or Reject.

ii. Click on the Approve or Reject button at the bottom of the screen.

Approvals for 
Project Procurement Management Plan (PPMP) 

and Purchase Request (PR)
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An Alert window will appear.

a. Click No if you do not want to enter a comment. 

A notification will appear that says “Approval submitted successfully.”

Approvals for 
Project Procurement Management Plan (PPMP) 

and Purchase Request (PR)
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b. Click Yes if you want to enter a comment. 

c. Then, enter a comment on the provided space and click Done. A notification will 
appear that says “Approval submitted successfully”.

Approvals for 
Project Procurement Management Plan (PPMP) 

and Purchase Request (PR)
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c. To Reassign means authorizing another person with a UIS account to decide and 
take an action on the notification on your behalf. Once you click the Reassign 
button, you will be redirected to the Reassign window.

Approvals for 
Project Procurement Management Plan (PPMP) 

and Purchase Request (PR)

Select an Assignee Type. 

Then, select the name of the personnel you would like to authorize on the 
Assignee field. Once you click the magnifying glass, another window will open 
with the list of names recorded in the system.  

Upon returning to the Reassign window, select the Delegate response option. 
Indicate the reason for delegating the notification on the space provided below. 

Then, click the Done. 

CLICK TO GO BACK TO TOP
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Approvals for 
Disbursements (DV) 
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Approvals for 
Disbursements (DV)

Reviewing and Responding to Accounts Payable Worklist Notification

1. Select Account Payables worklist notification.
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Review and Response to Accounts Payable Worklist Notification

2. The Notification Details window 
will appear.

Disbursement Voucher Details:
● Summary
● Lines
● Line Distributions
● Action History

Approvals for 
Disbursements (DV)
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Approvals for 
Disbursements (DV)

3. To review DV Summary, click on Summary.
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4. To return to the previous window, click the Back icon

Approvals for 
Disbursements (DV)
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5. To view DV line items, click on Lines.  

To return to the previous window, click the Back icon.

Approvals for 
Disbursements (DV)
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Approvals for 
Disbursements (DV)

6. To review accounting entries, click on Line Distributions.
To return to the previous window, click Back     icon.
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Approvals for 
Disbursements (DV)

7. To review workflow activity, 
click on Action History. 

Scroll down to check details 
of latest update on approval 
path. 

To return to the previous window, 
click Back icon. 

8. To respond on approval notification, 
click on the upper right button   
to either Approve, Reject, 
Reassign, or Request Information.
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Approvals for 
Disbursements (DV)

A. To Request Information implies that you need additional supporting 
documents or you have inquiries regarding the DV details before you are 
able to proceed with the approving of transaction.

After selecting the recipient, enter your inquiry and click Done. Once you 
click Done, the notification below will appear “Request information 
submitted successfully”

NOTE: The Request for Information may be sent to 
previous workflow participants. Should you wish to 
send the request to those not in the list, you may 
access your UIS worklist via web browser.
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Approvals for 
Disbursements (DV)

A. For Approval or Rejection, there are two ways to approve:

i. Click on the upper right button       and select Approve or Reject.

ii. Click on the Approve or Reject button at the bottom of the screen.
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Approvals for 
Disbursements (DV)

After choosing either to approve or reject the notification, an Alert 
window will appear, you can Click Yes to type any comment. 

Click Done to proceed. A notification confirming the action is submitted 
successfully.
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Approvals for 
Disbursements (DV)

a. Click No to proceed without entering any comments. You will be 
redirected to the Pending Approvals window, a notification will 
immediately appear on the screen.

Note: It is recommended to enter the reason for rejecting a DV. This will 
allow the originator to update and resubmit the DV with correct details.

b. To Reassign means authorizing another person with a UIS account to 
decide and take an action on the notification on your behalf. Once you 
click the Reassign button, you will be redirected to the Reassign window.
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Approvals for 
Disbursements (DV)

Select an Assignee Type. 

Then, select the name of the personnel you would like to authorize on the 
Assignee field. Once you click the magnifying glass, another window will open with 
the list of names recorded in the system. 

Upon returning to the Reassign window, select the Delegate response option. 
Indicate the reason for delegating the notification on the space provided below. 
Then, click the Done. 

CLICK TO GO BACK TO TOP
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Approvals for Expense Report 
(iExpense)
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Approvals for Expense Report 
(iExpense)

Review and Response to Expense Report Worklist Notification

2. To review item details, click 
on Expense Lines

1. After selecting an Internet Expense worklist 
notification, the Notification Details window will 
appear.

Internet Expense Details:
● Expense Lines
● Action History

To return to the previous 
window, click the Back 
icon.
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Approvals for Expense Report 
(iExpense)

3. To review workflow activity, click on Action History. 

To return to the previous window, click the Back icon. 
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Approvals for Expense Report 
(iExpense)

A. To Request Information means that you need additional supporting 
documents, or you have inquiries regarding the expense report details 
before you are able to proceed with approving the transaction. 

4. To respond on approval notification, click on the upper right button   
to either Approve, Reject, Reassign or Request Information.

Select the recipient of your request and enter your comments. Once you 
click Done, the notification below will appear. “Request information 
submitted successfully” 

NOTE: The Request for Information may be sent to 
previous workflow participants. Should you wish to send 
the request to those not in the list, you may access your 
UIS worklist via web browser.
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Approvals for Expense Report 
(iExpense)

B. For Approval or Rejection, there are two ways to approve:

i. Click on the upper right button      and select Approve or Reject.
 

i. Click on the Approve or Reject button at the bottom of the screen.

After choosing either to approve or reject the notification, an Alert window will 
appear, you can:

Click Yes to type any comment. Click Done to proceed. A notification confirming the 
action is submitted successfully will appear. 
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Approvals for Expense Report 
(iExpense)

a. Click No to proceed without entering any comments. You will be redirected 
to the Pending Approvals window, a notification will immediately appear on 
the screen.

Note: It is recommended to enter the reason for rejecting an iExpense 
transaction. This will allow the originator to update and resubmit the expense 
report with correct details.

C. To Reassign means authorizing another person with a UIS account to decide and 
take an action on the notification on your behalf. Once you click the Reassign button, 
you will be redirected to the another window.
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Approvals for Expense Report 
(iExpense)

C. To Reassign means authorizing another person with a UIS account to decide and 
take an action on the notification on your behalf. Once you click the Reassign 
button, you will be redirected to the another window.

60



Select an Assignee Type. 

Then, select the name of the personnel you would like to authorize on the Assignee 
field. Once you click the magnifying glass, another window will open with the list of 
names recorded in the system.

Upon returning to the Reassign window, select the Delegate response option. 
Indicate the reason for delegating the notification on the space provided below. Then, 
click “Done”. 

Approvals for Expense Report 
(iExpense)

CLICK TO GO BACK TO TOP
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Technical Support

For technical support, please contact us at the 
UP System ICT Support at:

https://ictsupport.up.edu.ph/ 

This document was prepared by the Office of the Vice President for 
Development-Information Technology Development Center (OVPD-ITDC). 

https://ictsupport.up.edu.ph/

