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1.  DOCUMENT CONTROL 
 
1.1 Change Record 
 

Date Author Version Change Reference: 

27 October 2014 
Julius Ermitanio & 
Michael Angelo Soliven 

1.0 Initial 

28 November 2014 
Julius Ermitanio & 
Michael Angelo Soliven 

2.0 Update 

22 September 2016 
Reah Mae Supnet & 
Carlo Martin Evangelista 

3.0 Major Revision 

28 February 2017 Reah Mae Supnet 3.1 Update 
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2.  Description 
 

Script ID UMSP010631 

Script Name Creation of Supplemental PPMP for Common Use Items 

Information System Supplies, Procurement, and Campus Management 
Information System 

Functional Domain iProcurement PPMP Requester 

Purpose To create a supplemental PPMP for Common Use Items 

Data Requirement Approval Path Setup 

Dependencies  

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

Author Julius Ermitanio, Michael Angelo Soliven, Reah Mae 
Supnet & Carlo Martin Evangelista 
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Step 1.  Go to 

uis.up.edu.ph 
 
Step 2.  Log-in your credentials 
(e.g. username and password) 
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Step 3.  On the homepage, go to 
Main Menu and select  
iProcurement PPMP Requester, 
UP 
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Step 4.  Select iProcurement 
Home Page 
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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)  
 
or  
 
UP Common-Use Supplies and 
Equipment (Outside PS-DBM). 
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For UP Los Baños:  
 

 
 
Select the store UP Common-Use Supplies and Equipment (Inside PS-DBM) or  
UPLB List 2 

 
UPLB List 2 store contains 2 categories for Common-Use Items Outside PS-DBM: 

- Catalog ï for items costing below 15,000 
- Equiptment ï for items costing 15,000 and above 
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After choosing a store, Shop 
UP Common-Use Supplies 
and Equipment (PS-DBM) /  
Shop UP Common-Use 
Supplies (Outside PS-DBM) 
window will appear. It 
contains the item categories 
in the store. 
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Step 6.  Select a category. 
(example: Office Supplies) 
 
 
 
 
 
 
 
 
 
 
 
Step 7.  Select a subcategory. 
(example: Paper pads or 
notebooks) 
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Step 8.  Select an item and enter 
the Quantity, then click Add to 
Cart.  

 
 

NOTE: Unit must consider 
the items and quantity of 
items to be included for the 
entire year. Selection of items 
and entries of quantity will 
depend on the needs of the 
unit for each quarter. 
Example: If NOTE BOOK, 
stenographerôs, 40 leaves, 
spiral will be needed for the 
four quarters, unit must add 
the said item four times with 
identified quantity for each 
quarter. 
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Added items will reflect in the 
Shopping Cart 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To add other item/s in the 
Shopping Cart, click the links 
in blue ink to go back to the 
categories or subcategories  
 
To use the search field to look 
for other items in the store. 
Select Common-use 
Supplies and Equipment 
(PS-DBM) or UPD Common-
Use Supplies (Outside PS-
DBM) and enter item on 
Search field. Click Go button. 
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Step 9.  After adding all the 
items in your cart, click View 
Cart and Checkout. 
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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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

�¾ To delete a line, click on the trash icon ( ) found on the right most column 
 
�¾ To change/edit the quantity, place the cursor in the quantity field and type the amount 
 
�¾ To save, click save then fill in the requisition description field using this naming convention: 
 PPMP Common Use Items (Year) ï office ï project 
 (Example: PPMP Common Use Items (2017) �± Cash Office) 

Then click Save. 
 

 
 
�¾ To continue shopping, click return to shopping then you will be redirected to 

the iprocurement homepage. 

 


