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1. DOCUMENT CONTROL

1.1 Change Record
Date Author Version Change Reference:

Reah Mae Supnet,
07 February 2017 Carlo Evangelista & 1.0 Initial Issue
Emmanuel Lim
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2. Description

Script ID UGSP070510

Script Name Create Buyer for PO

Information System g, pjies, Property and Campus Management Information
System

Functional Domain Purchasing

Purpose To create Buyer
Data Requirement

Dependencies

Scenario

Author Reah Mae Supnet, Carlo Evangelista & Emmanuel Lim
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'Mindanao.' A

g, F)ser Name |

o ,#// example: michael. james.smith
Password

(example: 4u39v23)

cane |
Accessibility| None v
Select a Language:

English
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STEP 1. Go to uis.up.edu.ph

STEP 2. Log-in your credentials
(Username and Password)

Create Buyer for PO

File Ref: ITDC — [SPCMIS] — UG [Create Buyer for PO] — [20170207] (v.1)



Doc Ref: [SPCMIS] User Guide — [Create Buyer for PO]

STEP 3. In the Main Menu,
select Purchasing Buyer, UP
University of the Philippines

B Favorites ¥ Diagnostics Logout Help
Enterprise Search | All v 177(75707 Search Results Display Preference | Standard v
Logged In As RMSUPNET
Oracle Applications Home Page
Main Menu Worklist
[ . = =
| Personalize " Full List
® U iprocurement PPMP Requester, UPS From Type Subject Sent Due
(# [ iprocurement PR Requester, UPS There are no notifications in this view.
[ purchasing Buyer, UPS Total 0
[ System Administrator ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
® B3 up Emplovee Self Senvice Y TIP Worklist Access - Specify which users can view and act upon your notifications.
UP Employee Sell’ Service
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Enterprise Search | Al > Go Search Results Display Preference | Standard | ¥ STEP 4. Choose Setu p folder
Logged In As RMSUPNET

Oracle Applications Home Page

# [ procurement peMP Requester, UPS
# [ procurement PR Requester, UPS
= [ purchasing Buyer, UPS

) Supplier Item Catalog Full List

(¥ frem Search From Type Subject Sent Due

| '_*‘ﬂ AutoCreate There are no notffications in this view.

= Notifications Summary Total 0

) Change Organization “TIP Vacation Rules - Redirect or auto-respond to notifications.
“TIP Worklist Access - Specify which users can view and act upon your notifications.

Worklist

) Requests
] personal Profies
= PO Oniine Error Report Text Page
=/ Purchase Order Summary
= Requistions
H ] Buyer Work Center
# [ Requisitions
# [ purchase Orders
# [ RFQ/ITB and Quotations/Bids
4 [ supply Base
H [ Reports
I H Se_ig I
# L] view Purchasing Documents
3 [ System Administrator
# [ up Employee Seff Service

Create Buyer for PO

File Ref: ITDC — [SPCMIS] — UG [Create Buyer for PO] — [20170207] (v.1) 8



Doc Ref: [SPCMIS] User Guide — [Create Buyer for PO]

Enterprise Search | Al - Go Search Results Display Preference IW STEP 5. Select Personnel
Logged In As RMSUPNET folder

Oracle Applications Home Page

=3 Syppler [tem Cataiod
[ em Search

() pytocreate

= Notifications Summary
= Change QOrganization Full List
) Requests From Type Subject Sent Due
[ personal Profies There are no notifications in this view.

=/ PO Oniine Error Report Text Page Total 0

= = i ) § ;

S iirchise Order SUmma vTIP Vacatpn Rules Red\rgct or guto respond tp notifications. .

= ] < TIP Worklst Access - Specify which users can view and act upon your notifications.
=l Requisitions

Worklist

H Buyer Work Center
# [ Requisitions
# [ purchase Orders
# [ RFQ/ITB and Quotations/Bids
# [ supply Base
3 IJM
= | 'JM
(¥ Attachments
& Transaction Reasons
83 nformation Templates
| # [ personnel
H0 Approvals
# T organizations
4 purchasing
4 [ Financials i
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Enterprise Search | Al ¥y

Go Search Results Display Preference IStandard ¥ STEP 6. SeIeCt Buyers

Logged In As RMSUPNET
Oracle Applications Home Page

& change Organization A

& Requests Worklist

& personal Profies

:: PO Onine Error Report Text Page Full List
= Purchase Order Summary

| Requisitions o Type Subject Sent Due
@ There are no notifications in this view.

| Buyer Work Center Total 0

+| J P

ul — Requiitions ¥ TIP Vacation Rules - Redirect or auto-respond to notfications.
4l L pyrchase Orders

: < TIP Worklist Access - Specify which users can view and act upon your nofffications.
+ [ RFQYTTB and Quotations/Bids

# [ supply Base
| Reports
=] ‘Jw@
) pttachments
&) Transaction Reasons
) frformation Templates
= personnel
[ Empioyees
4 30hs
(# posiions

|:'ﬂ Position Hierarchy

| | Buyers
4 L approvals
4 [ organizations
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B Favorites ¥ Diagnostics Home Logout Preferences Help

Buyers

* Indicates required field

Search

Buyer

Category
Ship To
Go Clear
Begin End Employee
*Buyer Category Ship-ToDate Date Number
No search conducted.

Add Buyer | |e—m

Cancel Save
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STEP 7. Click Add Buyer
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STEP 8. Under the Buyer
column, click the Search button

Purchasing

( ) beside the empty field.

n Navigator v & Favorites ¥ Diagnostics Home Logout Preferences Help
Buyers
* Indicates required field ereemreres [ e
Search
Buyer
Category
ShpTo | ] )
| Go Clear
Previous | 1-10 |¥| Next 10 @)
1 Employee
*Buyer Category Ship-To Begin Date End Date Number

I | 2 Q [orreb2oy [ E

Category 1.Category 2.Category 3

Abad, Ms. Raquel Mangialan | 2 | @ [153un-2016 ]l 7 100003580
Category 1.Category 2.Category 3

Abalos, Ms. Maria Isabel Lacsina | = | Q [153un-2016

E

| 5 100003590
Category 1.Category 2.Category 3

Aguants, Judth M. | =N Q, [31-May-2016

@&

| & 100018149
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Search and Select: Buyer

Cance]

Select |

Search

To find your item, select a fitter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search B\,fIName v |I5upnet%| || Go ||

Results

Select Quick Select Name Employee Number
Mo search conducted.
About this Page
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Search and Select Buyer
page will appear

In the Search field type the last
name of the Buyer followed by
a percentage sign (%)

(Exmaple: Supnet%), then click
Go.
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Search and Select: Buyer

Search

the "Go" button.

Search By | Name |v

Results

Select  Quick Select
3

3

Supnet% Go

Supnet, Mr. Richer King Ramos

Supnet, Ms. Reah Mae Matubis

About this Page

Cancel

Select

Employee Number
100018121

100019220

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select
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Select the buyer by clicking the

*

Quick Select icon () beside

the name.
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Buyers

N Navigator v [# Favorites ¥

Diagnostics Home Logout Preferences Help
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* Indicates required field

Search
Buyer
Category
Ship To
“Buyer

Supnet, Ms. Reah Mae Matubis

Abad, Ms. Raquel Manglalan

Abalos, Ms, Maria [sabel Lacsina

Aguanta, Judith M.

=

| 6o | | Clear |

Category

Ship-To

Category 1.Category 2.Category 3

=)

Category 1.Category 2.Category 3

Category 1.Category 2.Category 3

s

o

Begin Date

Cancel

End Date

Q Jo1-#ar-2017

Q, |15-un-2016

Q [15Jun-2016

Q, [31-May-2016

Employee
Number

100019220

2] 100003580

100003590

100018149

3 PrE'.-'iCUSIl-lU ¥| Next 10 (2
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STEP 9. Click Save
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Purchasing

n Navigator ¥

& Confirmation
Your changes have been saved.

B Favorites ¥
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A Confirmation will appear

Diagnostics Home Logout Preferences Help
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