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Q. Received PR

By clicking the the authorized personnel will be redirected to the

Received Purchase Request page where the authorized personnel can view the

received PR from end-users.

@ DOSCST - Supply & Pro; X

¢ € [ O localnostrtest/budget officer/recieved.php ol
= DOSCST - Supply Property Unit - Maria Luisa Talaboc +,
= Budget Officer Panel Budget Officer

i (o
Recieved Purchase Request (8 Wed, June 7 2017 5:57:11 A )

Supply Property Unit Office

If you would like to sign purchase request, click "Sign" button. You can add remarks and unsign purchase request by clicking
“Unsign" button.

Note: * There are cases that the report document doesn't show immediately due to rendering PDF format, kindly reload the page or click again the
“View" button until it displays.”

Dashboard

Recieved PR 1

Show 10 v entries Search:
PRTrackingID |7 Purpose Requested By Date Submitted Action
Signed PR
2017-6795051 Graduation reynaldo ludia 2017-06-07
Unsigned PR Showing 1to 1 of 1 entries Previous - Next
. Forwarded PR
© Supply Property Unit Office @ DOSCST. All Rights Reserved.
—
.
H
a. Action ® View
+ Sign

By clicking the ¢ this options will appear x un=ign in Which the authorized
personnel can View, Sign and Unsign the received PR.
e View
When the @ View s clicked the system will display a printable
form of PR (.pdf).
e Sign
When the ¢ Sigris clicked, the system will ask for a confirmation

from the user. Like the image showed below,

Confirmation!

Are you sure 10 sign Tnis purcnase request

Sign Request Not Now
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When the is clicked this message will appear.

Message

Signed purchase request successfully

Unsign

When the X Unsign is clicked, the system will require aremarks

to let the end-user know why the PR is not signed. Example,

Confirmation!

Are you sure to unsign this purchase request”

Please input your rernarks here...

Unsign Request Not Now

Unsign Request

To complete the action the personnel will click the

button.
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R. Signed Requests

P Signed PR

By clicking the the authorized personnel will be redirected to the

Signed Purchase Request page where he can forward his signed request by

ey
clicking the button .

@ DOSCST - Supply & Pror X Y New Tab x
& c \ ® localhost/test/budget_officer/signed.php r \ 3
= DOSCST - Supply Property Unit Maria Luisa Talaboe +,
= Budget Officer Panel Budget Officer

H = N
Slgned Purchase ReqUesf (\ & Wed, June 7 2017 10:27:54 AM /)

Supply Property Unit Office

These are the list of signed purchase request. You can forward this request to ICU (Internal Control Unit) by clicking

"Forward" button.

# Dashboard

Show 10 v entries Search:
W Recieved PR
PR Tracking ID |7 Purpose Requested By Date Submitted Action
2017-679505 2017-06-07 =
B sonoder 2017-6795051 Graduation reynaldo ludia 2017-06-07
Showing 110 1 of 1 entries Previous Next
@ Unsigned PR
© Supply Property Unit Office @ DOSCST. All Rights Reserved
Forwarded PR

Then it will prompt for a confirmation before forwarding the request.

Confirmation!

Forward Request Not Now

When the button is clicked, it will display a success message.

Message

Purchase request was forwarded successfully!
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S. Unsigned PR

By clicking the the authorized personnel will be redirected to the

Unsigned Purchase Request where the list of all the unsigned requests are

displayed.

@ DOSCST- Supply & Pro; X { New Tb x Y = &
o& C | ® Iocalhost/test/budget efficer/unsigned.php | i
= DOSCST - Supply Property Unit Maria Luisa Talaboc «,
= Budget Officer Panel Budget Officer
) N\
Uns|gned Purchase ReqUeST (8 Wed, June 72017 10:34:8 AM /)
Show 10 v entries Search:
Date Modified 17 PRTracking ID Action
Dashboard
2017-06-01 19:48:58 2017-61194714
Recieved PR Showing 1to 1 of 1 entries Previous - Next

8  Signed PR

© Supply Property Unit Office @ DOSCST. All Rights Reserved

@ Unsigned PR

. Forwarded PR

The personnel can click to view the Purchase Request in PDF

format.
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T. Forwarded PR

By Clicking the . Forwarded PR

the authorized personnel can view the forwarded

purchase requests including the date it is forwarded and the tracking ID.

@ DOSCST- Supply 8. Pro; X X\ NewTab x W\ = X
& C | @ locathosttest/budget officer/forwarded.php # i
- DOSCST - Supply Property Unit 9\ Maria Luisa Talaboc +,

—_— Budget Officer Panel Budget Officer

M N
Forwarded Purchase Requesf (B Wed June 72017103915 4M )
Show | 10 v entries Search:
Date Modified |5 PRTracking ID Action

Dashboard

2017-06-07 10:33:04 2017-6795051 @ View Details

Recieved PR 2017-06-06 13:22:55 2017-66115322 @ View Details

2017-06-05174835  2017-65174648 @ View Details
Signed PR

2017-06-05 10:22:39 2017-62211155 @ View Details
@ Unsigned PR

2017-06-02 14:47:30 2017-62144225

. Forwarded PR
2017-06-02 09:46:48 2017-629100

@ View Details

@ View Details

U. Obligate PR (Budget Officer)

By clicking the [ ZSEalil the budget officer will be redirected to the page

where the PR that are to be obligated will be listed.

€ & C | ® locahost/test/budget officer/obligate php )
- DOSCST - Supply Property Unit -3\ Maria Luisa Talaboc ~,
= Budget Officer Panel Budget Officer
: o
Ready for Obligate Purchase Request (8 Wed, sune 72017 211:228m )

If you would like to obligate purchase request, click "Obligate” button.
Note: * There are cases that the report document doesn't show immediately due to rendering PDF format, kindly reload the page or click again the

“View" button until it displays.”

Dashboard

Recioved PR Show | 10 v entries Search:
PR Tracking ID |7 Purpose Requested By Date Submitted Action
Signed PR
= 2017-66115322 graduation reynaldo ludia 2017-06-06
Showing 1to 1 of 1 entries Previous Next
Unsigned PR

Forwarded PR © Supply Property Unit Office @ DOSCST. All Rights Reserved
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Action
To update a PR the SPU In-charge will click § and options will
appear  ®view
+ Obligate
View

Clickthe V¥ {0 view the PR in a PDF format.

Obligate
Click the + Obligate to update the status of PR for Bidding and it

will need remarks (e.g. This PR is for Canvassing)

Confirmation!

Obligate Not Now

@

And click the button and a success message will

appear.

Message




V. Logs
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By clicking the the authorized personnel will be redirected to

the Logs Page which it consists all his received and signed PR. Also, the personnel

can track the status of this Purchase Request by clicking the' button and

viewing the PR in pdf form by clicking the button.

@ DOSCST - Supply & Pror X X NewTab

ol WA

z x

& > C | ® localhost/test/budget_officer/logs.php

Wi

Budget Officer Panel

Recieved PR

Signed PR

Unsigned PR

Forwarded PR

Obligate PR

View Logs Information

Account Settings

Sign Out

DOSCST - Supply Property Unit

Logs

Show | 10 v entries

Log DateTime

2017-06-07 10:33:04

2017-06-07 10:13:08

2017-06-06 13:22:55

2017-06-06 131442

2017-06-05 17:48:35

2017-06-05 17:48:29

1F

Activity

Forwarded

Sighed

Forwarded

Signed

Forwarded

Signed

PR Tracking ID

2017-6795051

2017-6795051

2017-66115322

2017-66115322

2017-65174648

2017-65174648

3 Maria Luisa Talaboc +,
Budget Officer

7 ~
(& wed, June 7 2017 10:51:4 AM /)
- T

Search:

Budget Officer

Maria Luisa Talaboc

Maria Luisa Talaboc

Maria Luisa Talaboc

Maria Luisa Talaboc

new budget

new budget

Action
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SPU IN-CHARGE USER MANUAL

A. SPU In-charge Dashboard

Once the SPU In-charge accessed his account, this page will be the first to display.

< C | @ localhost/test/admin/index.php ? %
= DOSCST - Supply Property Unit <0 @ ) SPU Administrator
- SPU-In-Charge Panel - A4 ¥

sPU

Total Total Total

Messages Activity

Members 10

y
Supply Property Unit Office

# Dashboard

B8 Messages

a Manage PR Status

N vonoos

? Authorized Personnel

DATE PROCESSED PR Tracking ID ACTIVITY

Office | Department 2017-06-05 10:26:08 2017-62211155

2017-06-05 10:25:58 201762211155
View Logs Information

2017-06-05 10:25:40 201762211155

2017-06-02 14:55:19 2017-62144225
Account Settings

2017-06-02 14:55:10 2017-62144225
. 2017-06-02 14:55:01 201762144225
Sign Out

2017-06-02 10:26:20 2017-629100

a. Navigations

b. This navigations allows the SPU In-charge to access pages such as

/h\ Dashboard w Messages 8 Manage PR Status w Authorized Personnel
See [ Beneinen
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B. Messages

By clicking the the SPU In-charge will be redirected to the Messages

Page in which he can send messages to a specific end-user.

@ DOSCST - Supply & Pror X X New Tab x W\ & x
< € | @ localhost/test/admin/conversation.php?imahe=294041 jpgiéiid =55 *| O
= DOSCST - Supply Property Unit [0} o i) SPU Administrator
= SPU-In-Charge Panel 4 W] v
g ¥V spu
. (= N
( # Wed, June 72017 1:06:0PM )
Conversation Area (8 Wed. June )
I Search Member.. I Compose Message

0 Edelyn Mangaliwan...
Supply PrM Unit Office L IT Department
2017-05-23 06:34:38
0 member ko haha ok Edelyn Garcia
IT Department LY cbb

@ James Man Uy
IT Department

# Dashboard

BB  Messages 2017-05-23 07:50:37
G{l Montrax Max Matrix Me ‘i" Y
IT Department h /
muna
° Manage PR Status (] Rado A Sedoripa
Demo Farm

= reynaldo ¢ ludia - 2017-06-04 11:23:55
® Members DAS 0 Edelyn Garcia
¥

1 good morning. pwede update sa akung PR?

’ Authorized Personnel

The SPU In-charge will click on a specific end-user found on the list, and enter his

message in the message area as shown in the image below,

good morning, your PR is ready for celive'y{

After typing the SPU In-charge will press the ENTER key in the keyboard.




129

C. Manage PR Status

b Manage PR Status
By clicking on the the SPU In-charge will be redirected to the

Purchase Request Status page.

@ DOSCST - Supply 8 Pro- X\ NewTab

x

<« C | ® locathost/test/admin/statusT.php *| O
— DOSCST - Supply Property Unit (o] o i) sPU Administrator
= SPU-In-Charge Panel 4 ! seu

Supply Proj Unit Office

# Dashboard

B Messages

° Manage PR Status
@ Members

’ Authorized Personnel

.

a. Received

Purchase Request Status ( B wed sne7 2017 113100m )

Bidding | BAC ForSigning || ReadyForPO || Ready For Delivery

Show 10+ entries Search
PR Tracking ID |5 Purpose Requested By Date Submitted Action
2017-66115322 graduation reynaldo ludia 2017-06-06

Showing 1to 1 of 1 entries Previous Next

© Supply Property Unit Office @ DOSCST. All Rights Reserved.

By clicking the the SPU In-charge can view the list of received

PR will display.

Action

To update a PR the SPU In-charge will click ¢ and options will

@ View
appear + Update
— T
View

Clickthe Y {0 view the PR in a PDF format.
Update
Click the ¥ Update  to update the status of PR for Bidding and it

will need remarks (e.g. This PR is for Canvassing)
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Confirmation!
Are you sure to update this purchase request for Bidding?

Remarks:
For Canvassing and Public Bidding

Update Not Now

And click the button and a success message will

appear.

Message

Successfully updated!

Bidding

Bidding

By clicking the the SPU In-charge the list of PR that are currently

under the Bidding process.

@ DOSCST - Supply & Pro: x '\ NewTab x GV 8 B
& C | @ localnostitest/adminstatusa php %| O
— DOSCST - Supply Property Unit o .0 M) SPU Administrator «

= SPU-In-Charge Panel &l sou
=
Purchase Requesf Status (8 wed. une7 2017 313 7m )
Supply Property Unit Office Recieved BAC For Signing Ready For PO Ready For Delivery
A
A Dosnboord Show 10  ~ entries Search
M
g9 Mesages PR Tracking ID |7 Purpose By Date Submitted Action
2017-66115322 graduation reynaldo ludia 2017-06-06
Manage PR Status

@ Members Showing 1 to 1 of 1 entries Previous Next

i Authorized Personnel

@© Supply Property Unit Office @ DOSCST. All Rights Reserved

S
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Action

To update a PR the SPU In-charge will click § and options will

® View
appear + Update
e T
View

Clickthe V¥ o view the PR in a PDF format.
Update
Click the ¥ Update to update the status of PR to BAC for Signing

and a confirmation will appear.

Confirmation!

Update Not Now

And click the button and a success message will

appear.

Message




132

c. BAC for Signing

By clicking the = 7= 7°79"¢ | the SPU In-charge the list of PR that are

currently under the BAC for Signing.
@ DOSCST - Supply & Pro; X ‘ B x

< C | @ localhost/test/admin/statuss.php

#| ©
— DOSCST - Supply Property Unit Q 0 g -
= SPU-In-Charge Panel A @' gpFLU Administrator
-\
Purchase Request Stafus (B wed swne 72017 1579 0m )

Supply Property Unit Office Recieved Bidding Ready ForPO Ready For Delivery
A
A Doshboard Show 10  ~ entries Search
08  Messages . X .
PR Tracking ID |5 Purpose dBy Date Sub d Action
2017-66115322 graduation reynaldo ludia 2017-06-06
Manage PR Status

@ Mermbers Showing 1 to 1 of 1 entries Previous Next

’ Authorized Personnel
© Supply Property Unit Office @ DOSCST. All Rights Reserved.

.\

e Action

To update a PR the SPU In-charge will click ¢ and options will

® View
appear + Update
o T
e \View

Clickthe ®Vi®¥ o view the PR in a PDF format.

e Update

Clickthe ¢Urdate  to update the status of PR to Making of

Purchase Order and a confirmation will appear.

Confirmation!

Update Not Now




133

And click the button and a success message will

appear.

Message

Successfully updated!

d. Readyfor PO

By clicking the =~ "9 Fer®S  he SPU In-charge the list of PR that are

currently Ready for PO.

4@ DOSCST - Supply & Pro; X\ New Tab x W\ 8 B
<« C | @ locathost/test/admin/statuss php %] 0
= DOSCST - Supply Property Unit Q (2] 4y sPU Administrator

= SPU-In-Charge Panel A ) oou
-~ ~
Purchase Request Status (8 wed. 1une 7 2017 20157 P )

Supply Property Unit Office Recieved | Bidding | BAC ForSigning |t eidxell Ready For Delivery
a
gy Doshooard Show 10 v entries Search
B Messages X . .
PR Tracking ID |7 Purpose dBy Date Sub d Action
2017-66115322 graduation reynaldo ludia 2017-06-06
Manage PR Status

@ e Showing 1 to 1 of 1 entries Previous Next

i Authorized Personnel

© Supply Property Unit Office @ DOSCST. All Rights Reserved.

rF-N

e Action

To update a PR the SPU In-charge will click § and options will
® View .
+ Update

appear



View

Clickthe Ve  to view the PR in a PDF format.

Update
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Click the ¥ Update to update the status of PR to forward to Budget

Officer for Obligate and a confirmation will appear.

Confirmation!

Update Not Now

And click the button and a success message will

appear.

Message




135

e. Readyfor Delivery

By clicking the F==dy For Dslivens the SPU In-charge the list of PR that

are currently Ready for delivery.

@ DOSCST - Supply & Pro; X\ NewTab! x N\ ¥ = >
&« C | © localhosttest/admin/status7.php *| ©
— DOSCST - Supply Property Unit 0 o My SPU Administrator

= SPU-In-Charge Panel A ) ou

Supply Property Unit Office

A Dashboard

3 Messages

a Manage PR Status

@ Members

’ Authorized Personnel

~~

Purchase Request Status (88 wed. une 72017 23553 P )

Recieved | Bidding | BACForSigning | ReadyForPO |ECEMEvay

Show 10 v entries Search
PR Tracking ID |5 Purpose Requested By Date Submitted Action
2017-66115322 graduation reynaldo ludia 2017-06-06

Showing 1 to 1 of 1 entries Previous Next

© Supply Property Unit Office @ DOSCST. All Rights Reserved.

Action

To update a PR the SPU In-charge will click ¥ and options will

® View
appear + Update
— 8
View

Clickthe ®V®  toview the PR in a PDF format.

Update
Click the ¢Updete  to update the status of PR to Ready for

Delivery Officer for Obligate and a confirmation will appear.

Confirmation!

Are YOu sure 1o up date this purchase reguest

Not Now

3
[1H]

D)
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And click the button and a success message will

appear.

Message

Successfully updated!

D. Members

By clicking the SPU In-charge will be redirected to the Members Page
in which he can view the list of all the members that registered for an account on

the system.

'ﬁ DOSCST - Supply & Pror X { New Tab. x
& c \G) localhost/test/admin/members.php ﬁ‘ o
— DOSCST - Supply Property Unit O [0} 40 SPU Administrator
= SPU-In-Charge Panel A % el

Supply Property Unit Office

If you would like to view the member information and request details, click "View" button. Otherwise, if you want to approve

the pending members just click "Approve” button.

# Dashboard

Show 10 v entries Search: | approved
B3  Messages
Image Name Gender Office Status |5 Action

° Manage PR Stafus 0 Edelyn Mangaliwan Female IT Department Approved
o member ko haha ok Male IT Department Approved

@ Members
% James Man Uy Male IT Department Approved
i AR e )] @' Montrax Max Matrix Male IT Department Approved
-9 = Radn A Sedaring Male Demo Farm nnroved

e Action

To update a PR the SPU In-charge will click ¢ and options will

@ View
appear + Update
o T T
e \View

Clickthe ©@Ve {0 view the members Purchase Requests.
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& c ‘ @ localhost/SUPR_na%20PAR /admin/view_member.php?view_id naldo%20c%:20lL office=DAS Tr ‘ [+]
— DOSCST - Supply Property Unit (0] 0 \ SPU Administrater «,
= SPU-In-Charge Panel A &l spu

— ~
Member Purchase Requests (8 Wed. done 7 2017 257:51 P )

Supply Property Unit Offi

Member: reynaldo c ludia | Gender: Male | Office/Department: DAS | Back

#A Dashboard

If you want to print or download the purchase request document just click "Report Preview" button.
Note: * There are cases that the report document doesn't show immediately due to rendering PDF format, kindly reload the page or click again the
“Report Preview" button until it displays.”

B Messages

° Manage PR Status Show| 10 v /entries Search:

PR Number Purpose Date-Time Created 15 Action

Memb
@ lembers 2017-6795051 Graduation 2017-06-07 09:50:53
-

A [—— 201766115322 graduation 2017-06-06 11:5323

Showing 110 2 of 2 entries Previous Next

E. Authorized Personnel

? Authorized Personnel

By clicking the SPU In-charge will be redirected to the Authorized

Personnel page where the SPU In-charge can view and add the list of Head

Officers, Directors and Other Personnel.
@& DOSCST - Supply & Pro; X ‘ 2 x

< C | ® localnost/test/admin/personnel.php *| 0
— DOSCST - Supply Property Unit (0] Q | SPU Administrator
= SPU-In-Charge Panel 4 4ol spu

P 7o ~
Manage Authorized Personnel (B Wed. June7 2017 31425 M )

Head Officer Director Other Personnel

If you would like to insert new head officer, click "Add Head Officer” button If you want to view head officer activity

Supply Property Unit Office

Just click "View Activity” button. <+ Add Head Officer

ﬁ Dashboard

Show 10 v entries Search
B3 Messages
Image | = Head Officer Office | Department Gender Action
Manage PR Status :

o head IT Department Male 1

@ Members
o k IT Department Male 1
o edelyn g Officel Fernale 1
€)  RoyM.Padila Demo Farm Male i




a. Head Officer

138

To add head officer just click th button and fill up the needed
information and click @

Click the ¥ to view these options

Click the # Edit Credentials

Add Head Officer

Name:

Gender:

Male v

Office:
IT Department v

Username:

Password:

Cancel @

If there are missing information this prompt will appear.

|| Please fill out this field. |

Action

' Add Head Omcer
# Edit Credentials
@ View Activity

Edit Credentials

credentials and this window will appear.

Update Credentials

Head Officer:
head

Username:
head

Password:

to modify the head officer’s
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When done click the Update button and this success message

will appear.

Message

Successfully updated!

e View Activity

Clickthe @ View Activity 1o view the activities of the head officer

and this window will appear.

O e B
<« C ‘ @ localhost/test/admin/view_activity. php?hid =188thname=head &&hoffice=T%20Department *r ‘ [+)
= DOSCST - Supply Property Unit (0] (0] | SPU Administrator

= SPU-In-Charge Panel 4 U

View Activity (Sveermriam)

This are the following list of Head-Officer activities.If you want to view PR-Number information including the

A+ Dashboard requestor, click "Full Details” button.

Head-Officer: head | Office: IT Department

§B  Messages

° Manage PR Status
@ iz 2017-06-01 19:48:28 Forwarded 2017-61194714

Show 10 v entries Search:

Log Date-Time 15 Activity PR Tracking ID Action

§ Authorized Personnel 2017-06-01 19:48:22 Signed 2017-61194714

. 2017-06-01 19:48:13 Unsigned 2017-61194632
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b. Director

To add head officer just click the button and fill up the needed

information and click @
Add Director

Name:
Gender:
Male

Username:

Password:

Cancel @

If there are missing information this prompt will appear.

[ Please fill out this field. |

e Action

+ Add Head Ofﬁcer
#" Edit Credentials

Click the ¥ to view these options

@ View Activity

e Edit Credentials
Click the # Edit Credentials to modify the head officer’'s

credentials and this window will appear.

Update Credentials

Director:
D

Username:

director

Password:
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When done click the Update button and this success message

will appear.

Message

Successfully updated!

e View Activity

Clickthe @ View Activity 1o view the activities of the head officer

and this window will appear.

€ 5 C [ O localhost/test/admin/view_activity2.phpZhid=10&&hname =D&fhtype=Director | 0
—_ DOSCST - Supply Property Unit O [} .\ $PU Administrator
= SPU-In-Charge Panel A4 U v
i Vi (& Wed, June 72017 338200 )
& Wed, June 34
View Activity 4 )

(Bl DirectorLogs

This are the following list of Director activities.If you want to view PR-Number information including the requestor,
click "Full Details" button

Supply Property Unit Office

A Dashboard

Director: D

B3 Messages

Show 10 v entries Search
° Manage PR Status
Log Date-Time IF Activity PR Tracking ID Action
@ M 2017-06-07 14:32:20 Forwarded 2017-66115322
2017-06-07 14:27:33 Approved 2017-66115322 @ Ful Details
§ Avthorized Personnel

2017-06-02 14:58:54 Approved 2017-62144225 @ Full Details

rF-N
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c. Other Personnel

This page shows the list of personnel namely; Budget Officer, Accounting

Officer, Internal Control Unit (ICU) and the President.

@& DOSCST - Supply & Pro; X Y New Tab x W\ & B
< C | @ localhast/test/admin/persannel3.php %O
= DOSCST - Supply Property Unit (o] ‘o 4y sPU Administrator «,

= SPU-In-Charge Panel &) ey

. Y
Manage Authorized Personnel (8 Wod. Juno 7 2017 336007 )

Supply Property Unit Office Head Officer | Director |IEeIEgIERLER]

4 Dashboard If you would like to modify personnel information, click "Edit" button. If you want to personnel activity just click "View
Activity” button

B3  Messages

Image Personnel Position Gender Action

° Manage PR Stahs o Maria Luisa Talaboc Budget Officer Female

% Accounting Accounting Officer Female
@ Members

o Lucio G. Jabilles Icu Male

§ Autnorized Personnel o Edito B Sumile President Male
S
e Action
.
# Change

Click onthe : to view these options
® View Activity

¢ Change

Click on the # Change to change or update the other personnel’'s

account and click th button to save the changes.

Update Information

Position:

Budget Officer

Name:

Maria Luisa Talaboc

Gender:

Female v

Username:

budget

Password:




e View Activity
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Click on the @ View Activity to view the list of the activities of the

selected personnel.

'Q DOSCST - Supply & Proc X U New b,
€ > C [ tocathost/testyadminpview_actwity3 phpihid

DOSCST - Supply Property Unit

Supply Propesty Unit Offce

# Dashboard

B3  Messages

Manage PR Status

X
~

Authorized Pers

SPU-In-Charge Panel

View Activity

This are the following list of Personnel activities. If you want to view PR-Number information including the requestor,

click "Full Details button.
Personnel: Maria Luisa Talaboc | Position

Show 10 v entries

Log Date-Time 15 Activity
2017-06-07 14:24:19 Obligate
2017-06-07 14:24:18 Obligate

2017-06-07 10:33:04 Forwarded

=2 .° @ SPU Adminitrator

(& Wed, June 72017 3:43:7PM )

Budget Officer

Search

PR Tracking ID Action

2017-66115322 @ Full Details
2017-66115322 @ Full Details

2017-6795051 TR

F. Office | Department

When the Office | Department

is clicked it will redirect the SPU In-charge to the

Office | Department Page which he can view the list of offices.

*| 0

< C | ® localhost/testadmin/office. php

DOSCST - Supply Property Unit

= SPU-In-Charge Panel

Supply Property Unit Office

4 Dashboard

B3 Messages

° Manage PR Status
@ Members

§  Authorized Personnel

Office | Department

0 ‘0 @i ?:JU Administrator

= ~
( & Wed, June 72017 3:44:7PM )
\ J

If you would like to add new office or department, click "Add" button. Otherwise, if you want to modify the additional details

just "Edit" button.

Show | 10 v entries
Office | Department 1

DAS

Demo Farm

IT Department

Office1

Search:
Additional Details Action

Sample only

for Demo Farm

Officel

-
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Action

@ Add

Clickonthe f and these options will appear Se
it

Add

Click on the @ Add and fill up the needed information.

Add Office

Office:

Additional Details:

Cancel @

After filling up the form click the @ button.

If there are missing information this prompt will appear.

| [ Please fill out this field.

Edit

Click the # Edit to modify the details of the office.

Update Details

Additional Details:

for Demo Farm
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G. View Logs Information

When the is clicked the SPU In-charge will be redirected to

the Logs page.

4 DOSCST - Supply & Pro; X { New Tab x
pply

¢ € [ O localostrtest/admin/logs.php « 0
= DOSCST - Supply Property Unit 0 ‘o 4\ sPU Administrator v
= SPU-In-Charge Panel & spu

Dosiooad (& Wed, june 7 2017 as0B27 Pm )
& Wed, June +08:.
Logs \ J
@3 Messages
Show 10 v entries Search:
° Manage PR Status
Log DateTime 15 Activity PR Tracking ID SPU Staff Action
Members 2017-06-07 1406:05 Forwarded to budget 2017-66115322 SPU Administrator
officer
) 2017-06:07 140117 | Back to SPU for 201766115322 SPU Administrator
’ Authorized Personnel mmaking of Purchase
Order (PO)

Office | Depariment 2017-06-07 13:37:00 Forward to BAC for 2017-66115322 SPU Administrator

signing

@ View Logs Information 2017-06-07 13:27:43 Bidding 2017-66115322 SPU Administrator

2017-060517:5028  Bidding 2017-65174648 SPU Administrator
£ Account Seffings

2017-0605102608 | Forwardedtobudget 201762211155 SPU Administrator
officer

a. Track
Click on the 'button to view the specific status of the selected request.

b. View

Click on to view the selected Purchase Request in a pdf form.

H. Account Settings

Click on the to modify the SPU In-charge account.

Account Settings

Fullname:

SPU Administrator

Gender:

Male v

Username:

Password

© save Changes




