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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:

Julius Ermitanio &

27 October 2014 Michael Angelo Soliven 1.0 Initial
Julius Ermitanio &
28 November 2014 Michael Angelo Soliven 2.0 Update
Reah Mae Supnet & . i
22 September 2016 Carlo Martin Evangelista 3.0 Major Revision
28 February 2017 Reah Mae Supnet 3.1 Update
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2. Description

Script ID
Script Name
Information System

Functional Domain
Purpose

Data Requirement
Dependencies
Scenario

Author
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UMSP010631

Creation of Supplemental PPMP for Common Use Items
Supplies, Procurement, and Campus Management
Information System

iProcurement PPMP Requester

To create a supplemental PPMP for Common Use Items
Approval Path Setup

Additional items are added after the PPMP is submitted
and approved this may be due to additional budget or
reallocation of budget

Julius Ermitanio, Michael Angelo Soliven, Reah Mae
Supnet & Carlo Martin Evangelista
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Step 1. Goto
uis.up.edu.ph

Step 2. Log-in your credentials
(e.g. username and password)

e "
- = ' i / \ : -
.- - r oy \ d O ‘
Diliman nila VIEEVES Mindanaof
7777 7 e 4 -

=
L User Name rmsupnet
o9 P (example: michael.james. smith)

=
Password | oo o

Accessibility| None v

Select a Language:
English
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Step 3. On the homepage, go to
Main Menu and select
iProcurement PPMP Requester,
UP

University of the Philippines

Enterprise Search IAII [~ I \ESO Search Results Display Preference

Oracle Applications Home Page

Main Menu Worklist
Personalize " Full List
@ 3 Application Diagnostics [From [Type  [Subject [sent~  [Due]
® I General Ledger Budaget Analyst, UPLB Evangelista, Carlo Martin Requisition Purchase Requisition 6 has been rejected 02-Sep-2016
® O general Ledger Super User, UPLB Evangelista, Carlo Martin Requisition Purchase Requisition 16 has been rejected 02-Sep-2016
|i1 LJiProcurement PPMP Reguester, UPSl Total 0
H L iprocurement PR Reguester, UPLB ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
# CJ jprocurement PR Requester, UPV ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

= l—_| iProcurement Super User, UPLB
H lj Payables Accountant, UPLB
(# 3 payables Approver, UPLB
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Step 4. Select iProcurement
Home Page

University of the Philippines

Enterprise Search | All | [ Go. Search Results Display Preference

Oracle Applications Home Page

~
- Main Menu Worklist
ST S
| Personalize Full List
@ [ Application Diagnostics [From Type  [Subject |sent+  |Duel
£ C’ General Ledger Budget Analyst, UPLB Evangelista, Carlo Martin Requisition Purchase Reguisition 6 has been rejected '02-Sep-2016
£ [J General Ledger Super User, UPLB Evangelista, Carlo Martin Requisition Purchase Requisition 16 has been rejected 02-Sep-2016
& O iprocurement PPMP Requester, UPS Total 0
I-E iProcurement Home Page | Y TIP Vacation Rules - Redirect or auto-respond to notifications.
=) Regu_est v TIP Worklist Access - Specify which users can view and act upon your notifications.

@Reguis‘rtion and Issuance Slip
@ On-Hand Items

E Print PPMP Common Use

E Print PPMP Non-Common Use
=IO Reports
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iProcurement

Shop | Requisitions
Stores | Shopping Lists | Non-Catalog Request

Search | UPS Common-Use Supplies (Outside PS-DBM)

|

Go | Advanced Search

UPS Common-Use Supplies and Equipment (PS-DBM)

UPS Common-Use Supplies (Outside PS-DBM)

Goods, materials, and items that are repetitively used in the
day-to-day operations of procuring entities in the performance
of their functions.

Requisition
No results found.

Description

It is also called Inventory Items. Common-use supplies, goods,
materials, and items that are not in the Price List of the PS-DBM
but are regularly used and kept on stock by the Procuring
Entity.

Total (PHP) Status Copy
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Step 5. In the iProcurement
Home Page, select the store to be
used:

UP Common-Use Supplies and
Equipment (Inside PS-DBM)

m Navigator v @ Favorites ¥

or

UP Common-Use Supplies and
Equipment (Outside PS-DBM).

Full List

Change Express Receive

Creation of Supplemental PPMP for Common Use Items
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iProcurement

mn Navigator v @ Favorites ¥ Shopping Cart Home Logout Prefer

Stores | Shopping Lists | Non-Catalog Re
Search IUPLB Common-Use Supplies and Equipment (PS-DBM) E |
- Stores.

Shopping Cart
TPLB Common-Use SUpples and Equpment (P5-DBM UPLB Lst 2 Your cart is empty.
Goods, materials, and items that are repetitively used in the Common Use Items to be procured Outside PS-DBM
day-to-day operations of procuring entities in the performance -
of their functions. L

Go_| Advanced Search

equently asked guestions
+ Review purchasing policies

Requisition Total (PHP) Status This is where the customer puts their own
No results found. quT-gnewsiurs(ws'sm HTML

iProcurement

™ Navigator ¥ B Favorites ¥ Shopping Cart Home Logout Preferences Help

Search | UPLB List 2 S|
Shop: Stores >
Shop UPLB List 2

18
Contains cataloged Supplies and Equipment to be procured outside PS-DBM Your cart is empty.
® (atalog (198
® Equipment (14

Lompare 1tems

i selected.
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[sice T Recuction: I ter choosing a store, Shop
Stores | Shopping Lists | Non-Catalog Request UP Common-Use Supplies
Search |UPS Common-Use Supplies (Outside PS-DBM) v | ﬂ Advanced Search and Eq ul pment (PS'DB M) /
Shop: Stores > Shop UP Common-Use
Supplies (Outside PS-DBM)
Common-use supplies, goods, materials, and items that are not in the Price List of the PS-DBM but are regularly used and kept on stock by the Procuring Entity. Inventory itemns that are not . .
"common-use supplies” may be procured from commercial sources, or suppliers other than the PS-DBM. WlndO-W WI" appear' ] It
® Agricultural Supplies (1) ® Medical, Dental, and Laboratory Supplies (2) contains the item Categones
® Drugs and Medicines (1) ® Qffice Equipment (4) in the store.
® Food Supplies (2) & Office Supplies (520)
® Fuel, Oil, and Lubricants (1) @ Other Machineries and Equipment (11)
® Fumniture and Fixtures (8) ® Other Supplies and Materials (157)
® Information and Communication Technology Equipment (31)
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Shop | Requisitions

Stores | Shopping Lists | Non-Catalog Request

Step 6. Select a category.
(example: Office Supplies)

Search | UPS Common-Use Supplies (Outside PS-DBM) ~ |
Shop: Stores >

Go | Advanced Search

Shop UPS Common-Use Supplies (Outside PS-DBM)

Commeon-use supplies, goods, materials, and tems that are not in the Price List of the PS-DBM but are regularly used and kept on stock by the Procuring Entity. Inventory
items that are not “"common-use supplies” may be procured from commercial sources, or suppliers other than the PS-DBM.

® Agricuftural Supplies (1)

® Drugs and Medicines (1

® Medical, Dental, and Laboratory Supplies (2)
® Office Equipment (4

® Food Supplies (2 |® office Suppies (520) |

& Fuel, 0, and Lubricants (1) & (Other Machineries and Equipment (11)

® Furniture and Fixtures (8) ® Other Supplies and Materials (157}

® Information and Communication Technology Equipment (31)

Step 7. Select a subcategory.

iProcursment (example: Paper pads or
notebooks)
M Navigator v @ Favorites ¥ Shopping Cart Home Logout Preferences Help
Shop | Requisitions
Stores | Shopping Lists | Non-Catalog Request
Search | UPS Common-Use Supplies and Equipment (PS-DBM) |v | i} Advanced Search
Shop: Stores >  Shop UPS Common-Use Supplies and Equipment (PS-DBM) >
Shop UPS Common-Use Supplies and Equipment (PS-DBM): Office Supplies Shopping Cart.
Defined in the IRR as those goods, materials, items, and selected equipment that are repetitively used in the day-to-day operations of procuring entities in the performance Your cart contains 1 fine.
of their functions. .
Recently Added Lines
@ Binder or bulldog clips (PS-DBM) (4) ® Paper or eyelet punches (PS-DBM) (1 PUNCHER, paper,... 1 pc
® Calculators or accessories (PS-DBM) (1) ® Parchment paper (PS-DBM) (1) | View Cart and Checkout |
@ Chalk boards or accessories (PS-DBM) (1 ® Pen or pencil sets (PS-DBM) (1 Compare Items
® Computer printout paper (PS-DBM) (6) ® Printer or facsimile toner (PS-DBM) (74) Noenes sekcted,
® Correction fim or tape (PS-DBM) (1) ® printer ribbon (PS-DBM) (4
® Cover paper (PS-DBM) (1) ® Rubber bands (PS-DBM) (1
® Document holder (PS-DBM) (2) ® Ruler (PS-DBM) (1
® FErasers (PS-DBM) (1 ® Scientific calculator (PS-DBM) (1
@ File storage boxes or organizers (PS-DBM) (6) ® Scissors (PS-DBM) (1)
® Folders (PS-DBM) (7) ® Self adhesive note paper (PS-DBM) (3)
® Gift wrapping paper or bags or boxes (PS-DBM) (1) ® Sign Pens (PS-DBM) (3)
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-Shup -I!eq ns

Search I UPS Common-Use Supplies (Outside PS-DBM) I

@ Advanced Search

Shop: Stores >  Shop UPS Common-Use Supplies (Outside PS-DBM) >  Shop UPS Common-Use Supplies (Qutside PS-DBM): Office Supplies >

| Items in Category: Paper pads or notebooks
Sort by . IAscending . @

Hid
Ima:

MNOTE BOOK, stenographer's, 40 leaves, spiral
Shopping Category Paper pads or notebooks
Supplier Site  UP WAREHOUSE
Internal tem Number
Un Number
Price _10.4 PHP

| Quantity 1 | pc Add to Cart

MNOTE PAD, stick-on, (2"x3"), 100 sheets per pad
Shopping Category Paper pads or notebooks
Supplier Site  UP WAREHOUSE
Internal tem Number
un Number
Price 31.2 PHP

Quantity | 1 pd [ Add to cart

NOTE PAD, stick-on, (3"x3"), 100 sheets per pad
MOTE PAD, stick-on, (3"x3"), 100 sheets per pad
Shopping Category Paper pads or notebooks
Supplier Site  UP WAREHOUSE
Internal tem Number
uUn Number
Price 38.38 PHP

Quantity | 1 pd | Add to cart

Supplier
Supplier tem
Source
Hazard Class

Your cart is empty.
D Previous [17 [V Hext7 @
c

‘ No items selected.

UP warehouse

Quotation 30

|_Add to Favorites || Add to comp

Supplier
Supplier tem
Source
Hazard Class

UP Warehouse

Quotation 30

| Add to ravorites || Add to comp

Supplier
Supplier tem
Source
Hazard Class

UP Warehouse

Quotation 30

| Add to ravorites || Add to comp

Creation of Supplemental PPMP for Common Use Items
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Step 8. Select an item and enter
the Quantity, then click Add to
Cart.

13



Stores Shopping Lists |  Non-Catalog Request

Search I UPS Common-Use Supplies and Equipment (PS-DBM) |~ I
Shop: Stores »  Shop UPS Common-Use Supplies and Equipment (PS-DBM) >
Items in Category: Paper pads or notebooks (P5-DBM)

Sortby | Go

Hide
Images

~ IAscendmg ~

Go | Advanced Search

Shop UPS Common-Use Supplies and Equipment (PS-DBM): Office Supplies =
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Added items will reflect in the
Shopping Cart

'Shopping Cart
Your cart contains 4 lines.

Recently Added Lines

NOTE BOOK, stenographer's, 40 leaves, spiral

‘ This table shows all the results of your search query.

NOTE BOOK, stenographer's, 40 leaves, spiral
Shopping Category Paper pads or notebooks
(PS-DBM)
Supplier Site  UP WAREHOUSE
Internal em Number
un Number
Price 10.3 PHP

Quantity 30 PC | Add to Cart
NOTE PAD, stick-on, (2"x3"), 100 sheets per pad
MOTE PAD, stick-on, (2"x3"), 100 sheets per pad
Shopping Category Paper pads or notebooks
(PS-DBM)
Supplier Site  UP WAREHOUSE
Internal em Number
un Number
Price 31.2 PHP

Quantity 1 pd | Add to Cart

MOTE BOOK, sten... 30 pc
MOTE BOOK, sten... 10 pc
MNOTE BOOK, sten... 20 pc
MNOTE BOOK, sten... 50 pc
Supplier UP Warehouse View Cart and Checkout
Supplier tem
Source Quotation 13 pate It

No items selected.

Hazard Class

Add to Favorites Add to Compare

Supplier UP Warehouse
Supplier tem
Source

Hazard Class

Quotation 13

Add to Favorites Add to Compare

Shop | Requisitions
Shopping Lists

Stores Non-Catalog Request

To add other item/s in the
Shopping Cart, click the links

Search IUDS Common-Use Supplies and Equipment (PS-DBM) |+ ||

in blue ink to go back to the

Go || Advanced Search

Shop: Stores = Shop UPS Common-Use Supplies and Equipment (PS-DBM) =
Items in Category: Paper pads or notebooks (PS-DBM)
Sort by I v | Ascending |v Go

Hide
Images

NOTE BOOK, stenographer's, 40 leaves, spiral
NOTE BOOK, stenographer's, 40 leaves, spiral

Shopping Category Paper pads or
notebooks (PS-DBM)
Supplier Site  UP WAREHOUSE
Internal Ttem Number

Un Number

Price 10.4 PHP

Shop UPS Common-Use Supplies and Equipment (PS-DBM): Office Supplies >

categories or subcategories

Shopping Cart
Yi rt tains 1 line. .
oot nded Lines To use the search field to look
y Added Lines R X
PUNCHER, paper,... 1 ope for other items in the store.

Select Common-use
Supplies and Equipment

View Cart and Checkout |

Compare Items
No items selected.

pprppler UP Warchouse (PS-DBM) or UPD Common-
Source Quotation 1 Use Supp|ieS (OUtSide PS'

Hazard Class

DBM) and enter item on
Search field. Click Go button.

Creation of Supplemental PPMP for Common Use Items
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Shop | Requisitions Step 9. After addlng all the
Stores | Shopping Lists | Non-Catalog Request items in your cart, click View
Search | UPS Common-Use Supplies and Equipment (PS-DBM) |v | Go | Advanced Search Cart an d Ch ec kO ut.
Shop: Stores = Shop UPS Common-Use Supplies and Equipment (PS-DBM) = Shop UPS Common-Use Supplies and Equipment (PS-DBM): Office Supplies =
Items in Category: Paper pads or notebooks (PS-DBM) Shopping Cart
Sort by I v | Ascending |v Go Your cart contains 1 line.
Hide Recently Added Lines
Images PUNCHER, paper,... 1 pc
NOTE BOOK, stenographer's, 40 leaves, spiral | View Cart and Checkout ||
NOTE BOOK, stenographer's, 40 leaves, spiral Com!)are Items
Shopping Category Paper pads or Supplier UP Warehouse No items selected.
notebooks (PS-DBM) Supplier Ttem
Supplier Site UP WAREHOUSE Source Quotation 1
Internal Ttem Number Hazard Class
Un Number
Price 10.4 PHP
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The Shopping Cart page,
contains the summary of
items in your shopping cart.
Here you can:

- edit the quantity of the
items,

- delete a line,

- save your cart,

- proceed to checkout or,

- return to the store to add
more items in your cart

PPMP Common Use ltems (Year) i office i project
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