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QP FMIS — Disbursement Voucher Preparation

Process Details
NOTE: After Cash Office Head approves the validated disbursement voucher,
Disbursement Voucher Officer will process the payment for the approved DV. Paid
DV through Check will be included in the generation of Report of Check Issued.

Process Steps

1 In Main Menu, click Payables Cashier responsibility and navigate Disbursement
Voucher > Entry > DV (Refer Fig. 01.a)

Note: If Oracle Application Window is already open as shown in Fig. 01.b navigate
through Disbursement Voucher > Entry > DV (Refer Fig. 01.b)
B O3 pishursement Voucher Functions
= B entry
[ py Batches

| F D |
[ Quick DV

[ Expense Reports
Recurring oV

Ogen Interface
DV

3 Inquiry
_ 83 Accrual Write-Off
Fig. 0l.a

Disbursement oucher:Entry: DY

- Dishursement Vaucher
- Entry
D Batches

Top Ten List

Quick DV
Expense Reports
Recurring DV
Open Interface DV
+ Inguiry
+ Accrual Wite-Off
+ Payments
+ Accounting
+ Suppliers
4+ Franlawass

=]
El
)
#
=

Fig. 01.b

2 Click View menu and select Request.(Refer to Fig. 2)
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3 Click Submit a New Request... button. (Refer to Fig. 3)
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4 Click OK button. (Refer to Fig. 4)
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Click the Name field. Enter “UP%check%issued%” and press TAB key in keyboard.
(Refer to Fig. 5)
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Enter the required parameters then click Ok button. (Refer to Fig. 6)
6 e Date From and Date To requires a standard format of date (DD-MMM-YYYY).
o Select Bank Account No. in the provided list of value.
e For Report No field, it requires numeric value
O Parameters
EENE N 01-FEB-2014
BEIENN 28 -FEB-2015
Fig. 6 NSRS LIPD COE Account
SN 00012]
7 After entering the parameters, click Submit button. (Refer to Fig. 7)
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8 Click No button. (Refer to Fig. 8)

Fig. 8

9 Click Find button. (Refer to Fig. 9)
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10 Select the Report requested and Click View Output button. (Refer to Fig. 10)
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11 Requested report will automatically generated. (Refer to Fig. 11)




FMIS — Disbursement VVoucher Preparation No. 7

File Edit View Window Help

BazxOS

Ed

| = T2 | IZ‘ Taas o Sign

Comment

REPORT OF CHECKS ISSUED
UP Diliman
Agency
February 1, 2014 to February 28, 2014
Bank Name  Account No.. _UPD COE Account / LBF 5A No. 148

Fig. 11 Check OV NoJ

Period Coverad:

Report No.: _15-04-1234
-Do38-88

ShestNo.. Page 1of 1
Responsibility Payee Nature of Payment Amount
Date Wo. Payrall Center Code
TBAPR-15 | 41 B - A Air Conditoning & Ref Services and Payment for Medical 3 7B IS
Electrical Instaliation Supplies
TEAPRTE | @ ] B R EF Autocare Gen Upholstery Fayment for Sparts FRF TEEII TS
Equipment
TOTAL: PHP 53,794.48
CERTIFICATION
I hereby certify that this Report of Checks Issued in __T__ sheetl(s) is a full, frue,

and correct statement of the all checks released by me in payment for obligations for
the period stated and shown in the attached disbursement vouchers.

MR. Michael Angelo Soliven ﬂ.En'I 17, 2015
Disbursing Officer Date




