Republic of the’ Phllrpplnes
DEPARTMENT OF BUDGET AND MANAGEMENT
Malacafiang, Manila

ICIRCULAR LETTER' - - | .
o No. _2013 - 13
November 25,2013

TO : All Heads of Departments, Agencies, State Universities and Colleges,
Government-Owned and/or Controlled Corporations receiving Budgetary Support
from the National Government; Heads .of Budget and Accounting Unlts and All
Others Concerned :

SUBJECT : Use of Online Reporting System for the Submission of Budget Executlon
, Plans and Targets for 2014 and Subsequent Years
1.0 FoIIowmg the approval of the National Budget Circular No. 550 which prescribes the changes in
the Budget Execution Documents (BEDs), an Online Reporting System will be rolled out for the
use of implementing agencies in the preparation and submission of BEDs for 2014 and
subsequent years.

2.0 The Online Reporting System aims to facilitate the timely submission of the BEDs -which are
compliant with the Unified Accounts Code Structure (UACS).
2.1 Agencies will need to key in only the amounts since most of the NEP 2014 data and
' UACS codes are already in the system.
2.2 Agencies shall print the BEDs No. 1, 2 and 3 using the Onhne Reportlng System and
: submit the same printed and signed copy to the DBM offices concerned on or before 30
November 2013 as provided in NBC No. 550.

3.0 The Online Reporting System will be available starting 18 November 2013. Agencies are
requested to reconfirm with the DBM Budget and Management Bureau (BMB) and Regional
Office (RO) concerned, the username and password used in the Online Submission of Budget
Proposals (OSBP).-Agencies may request for additional users or new users, if needed through
the BMB/RO concerned.

4.0  The Online Reporting System is accessible in http://urs.dbm.qov.ph.

50 - To assist users of the system, a Quick Guide to the Online Reporting System is attached to this
' Circular Letter and may also be downloaded from the system

6.0  For agencies with limited internet access, agencies may use the Encoding Facility located at the _
DBM ICTSS Training Room (3™ floor Boncodin Hall) starting 18 November 2013. Agencies
availing of this service are requested to bring their Iaptops and make reservations through the
Help Desk.

7.0 For assistance and use of Encoding Facility at DBM, please call or email the System Help Desk:
' a. Telephone No: 490-1000 local 2300 or 2609 (8AM-5PM) Monday to Friday

b. Email Address: online-reporting@dbm.gov. g

8.0  The status of agency BEDs submissions will be posted and regularly updated at the DBM
- website: www.dbm.gov.ph.

9.0- - This Circular shall take effect immediately.

[_FLORENCIO B. ABAD

Secretary
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DEPARTMENT OF BUDGET AND MANAGEMENT
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* Quick User Guide
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Unified Reporting System
1. Introduction

1.1 About the System

Unified Reporting System provides data entry facility for Budget Execution
Documents. :

Budget Execution Documents (BED) are as follows:
1. BED 1 - Financial Plan

2. BED 2 - Physical Plan
3. BED 3 - Monthly Disbursement Program
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Unified Reporting System

2. Getting Started
21Login

To log in:

X
a. Launch any internet browser (best viewed in Mozilla Firefox @) or google

chrome G) by double-clicking on the shortcut icon on your desktop.
b. Type: http://urs.dbm.gov.ph in the Address bar and hit Enter. The Unified
Reporting System login page will be displayed.

- OR

Double-click the Unified Reportmg System apphcatton shortcut in the desktop if
- available.

Repubiic of the Phiippines
Department of Budget and Management

TNV O UNOQEVY VT VoY —%

ve_ ) “Unified Reforting Sysfern - )‘::,:;-.'x'.“ s el A et i SR L

Login Form .
User Name: * l T " Unified Reporting System Helpdesk :

D Rasswerd: ¢ T Telehpne Nos. | 631-2606 /6312609

Email Address : onfine-reporting@dbm . gov ph

You are. eHernsiing 16 atosss z private SYStEn.
tnauthorized z0cess, or ammess i excess of your authority,
may result in civil and crimmingl penalties. Your activites are

 being logged and monitored. '

DBM - Department of Budget and Management

Unified Reporting System Log in Page

c. Enteravalid User ID and Password.

Note: Password is encrypted.

d. Click . The Unified Reporting System landing page Will be displayed.

Five Types of Users;

1.) Maker — who prepares the reports and access the changes of quarterly and
monthly amounts

2.) Reviewer — who checks the reports prepared by the maker and access the
viewing of quarterly and monthly amounts

3.) Approver — who approves the reports and access the viewing of quarterly
and monthly amounts

4,) Admin — Agency User Management, BMB Analysts and has access of the
Consolidated Reports
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Unified Reporting System
5.) Super Admin — System Management Administrator and creates BMB users

Note : Quick User Guide is available upon Jog-in the system which is located in
Help menu. ’

Republic of the Phiipphes C
Depariment of Budgel and Vianagement

LAVE® O VROQEUT VT VEY—~T

Logout § maker

Type of BED: ,BAE[S1 T

Department: 56 . Depadmeni of Budget and vanageme -
fgency: 001 - fhesecetay S Budget Year 201 e
 Operating Unit: B402000 - Geriral Crfce Cmem T T L . Status: PENDING v
“ppatment T  hgeney T GretmgUnit . TpeofBEDs T Status | Yeor
Centrat Office Bt PENDING 2014

- Department of Budget and Manageme Qfﬁcé of the Secretary

DB - Department of Budget and Manegement

_ Unified Reporting System Landing Page

e Department, Agency and Operating Unit fields are default upon log-in depending on
the coverage of the user. ' : :
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Unified Reporting System
2.2  Search and Retrieve Records (List of BEDs)

Logout | maker

L RETREE Ol

Department: & - Dépanmehi of éudget and Management (DBM) v Type of BED: BEDY \9;
Agency: 001 - Office bithe Secretary Y ST Budget Year: 2018~
Operating Unit: 0100000 Central Office ) D e Status: PENDING S
[iepanrﬁent ’ : S ”Agenc-y T vOper'a-ﬁng Unii U ;rype ﬂf BEDS o S{ilus o -Y;ar
@udget and Manageme Office of the Secretary Central Office BED 1 PENDING 2044

a. Click —.-." and select values on the search criteria

b. Click .- for lists to be displayed. (based on the criteria selected)

c. Click the row of specific BED for view, edit or review

CLE4R SELECTION

To change the current search criteria, ciick.v * button.
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Unified Reporting System

3. View, Edit or Review Details
3.1BED 1

3.1.1 Current Year tab

Republic of the Phlippines
Depariment of Budgel and Management

RAVEGD O VLLOOEUT U Yy —75

Ltagout | maker

Department:

Agency:
Operating Unit:

Organization Code {UACS)

i Current Year .

PartA U Pat B .-

o LEdit Bl sae YacCancel 6y

Particulars UACSCODE  Actual Jan.1 Estimate Totat
C - Sept. 30 Oct.1-Dec. 30

3 Geﬁeral Adminisfrﬁtion and S‘uppbrt : l\.ﬂ‘1 v

[X)

Gerieral Administration and Support Sendces  A.01.3

"3 [Centrat Office £.01.2.01

4 eneral Maragement and Supendsion A.01.2,01.2

5 < 4010018 100 100 200
6 MOOE ADtalla O o 0
‘7 Fickxp AD1LaDLs O g o
g co AGLafla O o 0.
‘ q amvianal O Ao 44 2N

Transaction Page
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Unified Reporting System

.

3.1.1.1 Part A tab

£ Edit .
a. Click the row for edit and then click button

Republic of the Phiippines
Depariment of Budget and Management

AV B2 UNOOEUT Y oy —7%

Logout | makgr

Department: {06 - Depariment of Budget and Management {DBM) o .,{ Type of BED: e .
" agency: - 1001 - Office of the Sacretary . EBudget Year:
3

Operating Unit: {00005 - Central Office ) - »gstaws;
Drganization Code (UACS) (06N 0100000 :

i Current Year ' Budget Year

* - Parth - PartB ! ‘

3 Save @Y Cancel il SPF )

Particulars . UACSCODE  ActualJan.i’ Estimate " Total

o S .  Sent. 30 Oct.1-Dec. 30 L
o |2} Generat Administration and Support A1 wy
T2 General Administration and Support Services  A.01.3

3 =1Central Office 4.01.2.01
. 4 aAend S, s, 01 o4 : .

5 o : U7 aetaetal 000 .o 0000 E
"6 BMOCE - w0Tatta 0 ) 0

vy FinExp o ’ ’ 401202 O o i

8

o A01.2.013 1] o . 0

b. Input the amount of Actual Obligation and Estimated Obligations (Tota/l is

E Sav

[+
system generated) and then click button.
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" Unified Reporting System

fepublic of the

Phiippines
Departrment of Budget and Management

TNVEGD O VNOOTUT YT VEY—7%

Logout | maker

- ';Type of BED:

Department: -
. Print s B
Agency: CID1 Uffice of the Secietary i Budget Year: ’
Operating Unit: B  Status:
Grganwatinn Code WIACS) ‘mecmacrt (g
' Current Year ! Budget Year ) Irstructions
Part A Part B
/2 Edit Q‘\‘ Canoel i 5FF
Particulivs— UACS COTE  ActustJan.? Estimate Total
) ' ) Sept.30 . Oct.t-Dec. W )
1 i General Administration and Support 4.0t . ) i
C2 eneral Administration and Support Servicer  AQta ’
3 1Central Office TABLaD
4 enerat Menagement and Supenvsion _4.01..013
5 ) = Soallale

LEURRUR]

%
7 A01.a0%a O o 1
‘s oo “aftadle O 8 o

c. Add SPF details (if applicable)

caClick ™ button
c.2 Pop-up window for List of SPFs and correspondmg PAPs will appear
c.3 Select the desired SPF and corresponding PAPs by chckmg the box

r-m:

c.4 Click

" ¢.5 Click the row for edit and then click * 7E

c.6 Input the desired amount and then click

- 3.1.2 Budget Year tab

3.1.2.1 Part A tab

button

btt

- by e

butﬁon

a. Click the row for edit
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Unified Reporting System

Republic of the Phiippines )
Department of Budget and Management
togout | maker
: " Type of BED: s
Department: vpe of Pt - ,
Agency: Budget Year: B
Operating Unit:
Organization Code (UACS} 1350010100000
VCum‘:r;t Year bl;dgex Year Instrucn;r.\ns
Past A Part B
i, SPF
_ Particulars DACS COtE Tatal Comprehensive Ralease
Iag @ 3 Q4 SubTotst at
2 ZGPart A X ~
+ 3 Budget Year / Appropristions
4 =3 General Administration and Support 100003000 ]
4 <3 Generat Administration and Suppart Services 100310000 g
4 =3 Generat Manigement andd Supervision 100010801 8076
100010001 79T 18920 AW 890 8417 75177 i ,
T s 2 - Y T A T o
M Galyv n IRGHY 1een AR R4 IR177 i

NN

b. Pop-up window for Sub Object details will appear

Modal Window

—

AEdit g Save 9y Canesl

5010101001
5010102000
5010201001
* 50202000
. 5010203001
5010204001
 SI0208001
5010214001

roannarene

OBJECT COLES

Basic Satary -.Civil.ian

Salaries and Wages - Casual/Contractual
PERA - Civitian

Representation Allox-vgnce (RA)

Transportation Allowance (T4}

‘Clothing/Uniform Allowance - Chilian

Froductivty Incentive Allowance - Civitian

Bonus - Civilian

R

& Edit
lick s

C button

'.l’ota!
Qt
46074 11518
16142 4735
B TR
232 55
2 s
610 182
44 61
%0

Comprehensive Relesse

@

11548
4p35

<

558
558
162

[sx e}
1B 11008
0% 4GT
2 TR
558 558
g5 558
L7 LT
61 6t
%0 %0

For Later Release

SubTot: Q1 Q2 Q3 Q4 Sub-Totat
a4 00 0 0 500 20 AL
w42 0 0 8 0 0
¥© 0 0 @ 0 o :
22 0 6 0 o 0 ;
2232 1] g g g a :

¢w o0 0 a o 0
0 o i 0 a
¥W 0 0§ O 0 ,
e - - " oan PO A

Click the row for edit and then input the desired amount per quarter. Other

rows can be edited after the first row before saving the transaction.
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Umf ed Reportmg System

Modal Window

AEdit b Save Sy Cancat

OBJECT COCES Total Comprehensive Retease For Later Release

o @ @ Q4 Sub-Tot Q1 Q2 Q3 Q4 Sub-Total

| 5010101001 Basic Salary - Chilian C 074 qim1E 1151

5010102000 Salaries and Wages - Casual/Contractual 16142
5010201001 PERA - Civilian 2928
5010202000 Representatian Allowance {RA} 22

5010202001 Transpartation Allowance (T&] 22X
5010204001 Clothing/Uniform &llowance - Civilian 610
. 5010208001 Productivity Incentive Aliowance - Civiian 24
.: £310214001 Benus - Civililan 384

E;ﬁ Save

e. Click button

Noftes:

o Asa default amount, system will distnbute the total appropnat/on to four
quarters under Comprehensive Release columns
Quarterly Amount = Total Appropriation/4

e - Q1, Q2 and Q3 are whole amount and the decimals (if any) will be added to
last quarter.

e Allowed fo Save : Sum of aII the Quarters with amount (Comprehensive
Release and/or For Later Release) =< Total Appropriation

o If there are Sub Objects with Sum of all the Quarters less than the Total
Appropriation, the Document won’t be submitied until these differences
have reconciled.

e Font of the amounts, Sub Object Code and Sub Object Description will be

changed to red if Sum of all the Quarters is less than the Total

" Appropriation.

thodal Window

2 tdit

5010201001 PERA - Civiian VR T T S 7 1573

fd Save By Cancel
OBJECT (ODES ) Total Camprehensive Release ) For Later Release

~Basic Salary - Civiian o © 46074 1ISIR 11518 11518 11518 . 46072 O

Sataries .nn.d Wages - Casual/Contrastual 16147 4035 4035 ‘ 4335 4036 16141 O i} g 1]

4 0
5010202000 Representation Allowance (R4) 2232 . 558 598 5S8 558 2232 0 d 0 0 ¢
5010203001 Transportatien Allowance {Ta} . 2232 558 558 556 538 2232 O G G g 0
5016204001 Clothing/Uniform Allowance - {ivilian 610 152 152 152 154 &10 0 0 o [ 0
- 5010208001 P:’od.ucti\-it;,' Incentive Aliowance - Civilian 244 :61\ ) 61 » Gi &1 2_1_57 0 ’ 0 0 0 1} o

5010214001 Bonus - Givilian . 3840 %60 960 S&0 %60 3840 0 [ 0 0 ¢

o Not Allowed to Save : Sum of afl the Quarters with amount
(Comprehensive Release andfor For Later Release) > Toftal
Appropriation
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Unified Reporting System

e Row will be highlighted if Sum of all the Quarters is greater than the Total
Appropriation and the system will prompt an error message upon saving
the transaction.

“Modat Window . .

L [ Save Oy Cancel

. OBJECT COLES Comprehensive Release . For Later Release
' . G2 93 04 SubTot Q1 Q2 Q3 Q4 SubTetal _
<TSITOI001 Basic Salary - Chiian’ * 7 77 T vt 151 185" AR 07 oo T TS
SOI0M02000 Satartes and Wages - CassalComtrastarl R A TS R R R R PR
501C201001 PERA - Civilian 732 732 3! g T
SOY0202000 Reprasentation Alfowance (RA} 558 55 %58 2232 0 8 O D o i
) SO10203001 Transportation Allowance (TA} 558 558 588 2232 0 0 a 1} i} w:
- :501020?2901 ClothingfUniform Allowance - Civitian 152 1827 154 610 0 g 1} 0 0
5013208001 Productivity Incentive Allowance - Civilian 61 61 61 244 Q 4] 0 4] 0
" 5010244001 Bonus - Chiian %0 90 9% 3B/ 6 0 0 O

There are values greater than TOTAL
value,

31.22 PartB

. Repubiic of the Phlppines
: Department of Budget and Management

Y RAUE® O UNOOGUT VT oy —7%

Logout | maker

Department:

A geﬁcy:

Operating Unit:

;.Pa;t’x : 'P»;t!i K
‘B“E‘.D'!.PM»IT”.B N - T

C o AEdt o Seve Wy Cancel
Par ticulars . UACS COLE Totat Comprehecnsive Release " For Late

@ e @ siTost | &1 o

1 ajor Programs/Projects

X 2 3 TRAMSPARENCY, ACCOUNTABILITY AND OPE;\S GOVERNANCE
3 Fiscat ;‘)0l%c§ resgarch, Eudéet p'i.;nning énd.srbgra'mmi_ng', 301010000 22206 s ) g 0 0 0
4 (£ Planning, mamgem_en:xt and monitoring of the annual budget. 302010088 3613‘6 1] Q 2 0 u 1]
5 ) Evaluation, retease and monitoring of funding requirements 302020000 177272 u 0 0 Q 0 a
é interral controt systems and procedures towards productis 303010001 25016 10 10 10 10 40 o
7 {2 Mainr arpariration and «taffing madifinatinn. nameensatinn i glp g 2042 ft a n f n il

Budget Year : Part B Page
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Unified Reporting System

& Edit

a. Click the row for edit and then click button
b. Input the desired amount per quarter

g Save

c. Click button

Notes:

e Amount is editable per quarter; can be equal to or less than the original Quarterly
PAP amount (but not higher)

o Allowed to Save : Quarterly amount =< original Quarterly PAP amount
Not Allowed to Save : Quarterly amount > onginal Quarterly PAP amount

31.3 Instructions Tab (Viewing as a reference)

of the

Repubiic of the Phiippines
Department of Budget and Management

TFLUEED B2 VNLOOGEUY U Yy -7

Logaut } maker

Department:

Agency: - Office of the Secret

Operating Unit:  Daa00 - Sentral Cifice

Organication Code (UACS) iy

Ma100m00 T

.‘ Current Year _‘ B{Jdggt Yeat

* instructions

FRHANCIAL PLAN (BED No. 1) :
INSTRUCTIONS A

>

The Financial Plan {FR) shall contain the Oliragence's gerformancs in the cwrrent year, in terms of obligation program, consistent with its budget leval
per Mationat Expenditure Program {NEP] inclusive of autumatic appropriations for the budgstyear. Foi FY 2014 . agencies should atign theit 2013

PAPIMFC as seflected in NEP Performance informed Budget (PIB}. if feasible. Otherwise, current yeat s abligations chall be submitted separatety.

Cotumn 1

Part & includes alt programs, activities and projects {P/44P) ta be implemented, categer
fund source, including automatic appropriations an

chi

by cast structure, by allotrent dass and by J
g special purpose furds. This shall disclose the Major Final Gutputs ) where
the specific P/&/Ps under cperations shall be attributed. The MFO are goodss services that a department / agenny is mandated

deliver to externa clients thraugh the implementation of the programs, activities and projects,

part & shall hightight }aior frograms and Projects enroled/ atiributed to the Program Eudgsting Approach per MEBR Mo, 118, and those
committed to the President and whose sutputs are being closely monitored by the Pres

tal Management Staff(PMS]. These Major
Programs and Projects must he duly aligned to ore or several priarity areas of spending of the goverament, otherwise known 33 key
Resylts Sreas [KRAS) pursuant to E0 He. 43, as fatlows: -

3.1.4 Submit the Document for Review énd Approval

3.1.4.1 As a Maker

a. Click Forkeview pon

e Status will be changed to FOR REVIEW and the Document will be
available to Reviewer.
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Unified Reporting System
3.1.4.2 As a Reviewer

- OOy t
a. Click = For8ereal  putton

e Status will be changed to FOR APPROVAL and the Document will be
available to Approver.
e To send back the report to the maker for modifications or corrections,
“click . “="9 B2k phutton and the Status will be reverted to PENDING

3.1 4.3  As a Approver

Approve

a. Click button

e Status will be changed to APPROVED and the Document will be
submitted to DBM electronically.

 To send back the Document to the maker for modifications or corrections,
click . ->#"d B3k putton and the Status will be reverted to PENDING.

Repubiic of the Phiippines
Department of Budgel and Management

TAVED B2 ULOOEUT U VYYy—T

Logout | maker

Department: 06 - Depariment of Budget and Managerment (DBM) R Type of BED: BED 2 e -
Agency; 001 - Offce ofthe Secretary T Budget Year: 2014 e,
" Onerating Unit: 00000~ Central Office R TS Status: SelectOne.. o
: T fepartment T T T Uageney T Opersting Unit  Type of BEGs  ©  Statws  Year
: Wr Budget znd Mansgems Office of the Secretary Centrat Cffice BED3 ZU14_>

DB - Department of Budget and Ma
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. Unified Reporting System
) : 3.21 PartA

3.2.1.1 Fiscal Year’s Budget tab

| £ Edit
a. Click the row for edit and then click " button

Phiippines
Department of Budget and Management

DNUVED O UNOOTUT Y VY —7%

Legout | maker

Department: sment of Budget and Management (DH Print #55

Agency: " Budget Yea .
FaoAdws

Operating Unit: ' | Status:

Grganization Code QU&CS)

Prior Year Dtligation ' Tax Remittance Advice{TRA} Others

. iscal Year's Budget

- -Yird @ Cancel
Jan ) .Feix‘ ) March_ Total - Aprit

1 L. éj}Nati§e of Cash Altocation A
2 . ‘f{eINefw Ght ) ) #
; 3 S t&mpreﬁeré{&e Retease Z '
. 4 Specific éudget of Nationat Gowt. Agen ) )
: NET ) 1450 W ow. m T Im——

6 ) mOOE 3010100@ 0 ] [1] . : 0 0 . 0 8 1]

> (X nAsaeannn a " " a P n n "

Save

bu{ton

Regpublic of the Philippines
Department of Budget and Management
TLVED O VNLOOTUYT UT vy —7

togout | maker

Department: EDB - Department of Budget and Managernent (OBM) !TYDE of BEl T PAnt  opoE a3

Agency: p[n - Office of the Secratary jBudget Yea

For Bevime,

Operating Unit: 100003 - Certral Ofice

}Status:

Organization Code (UALSY (IE11M1000G0 i

. Part A Detalls ¥ Part BDetals * Instructions

Jan Feb  March  Total aprit
"1« Z3Notice of Cash Allocation ol
27 4 Z3New GAA .
3 - i;Cbmprehensive Release !
4 Specific Budget of National Govt. Agen
201010000 1500 50 e oy 120 120 360 120
301010000 [ ] T ] o 0 1] o
~nanannan n N " N o - " -

Page 15 of 19




Unified Reporting System

‘Noftes:

~ As a default amount system will distribute the net program amount to twelve

months.

Monthly = Net Program/12

January to November is whole amount and the decimals (if any) will be
added to last month (December).

Allowed to Save : Sum of all the Months with amount =< Net Program

Not Allowed to Save : Sum of all the Months with amount >Net Program

Tax Remittance Advice (TRA) Percentage

Personnel Services (PS) : 8% of Salaries and Wages only

* Maintenance and Other Operating Expenses (MOOE) : 5% of Total MOOE

Financial Expenses (Fin. Exp.) : 5% of Total Fin. Exp.
Capital Outlay (CO) : 5% of Total CO

¢. Add Cash Disbursement Ceiling (CDC) (if applicable)

‘ c.1 Click the row where CDC wants to be inserted and then click Add
CDC button

c.2 Row for CDC will appear
cSChck CDC row and then chck /3 et button o
¢.4 Input the desired amount for CDC and then click b Save button

Note :
e CDC amount + Notice of Cash Allocation (NCA) amount should not
exceed the Total Monthly Disbursement Program

d. Add Non-Cash Availment Authority (NCAA) (if applicable)

d.1 Click the row where NCAA wants to be inserted and then click Add
NCAA button
d.2 Row for NCAA will appear

BNCAR e e e T e D 0 0 0 ‘0

LS ETIRIIN AR UL A0SR O S

d.3 Click NCAA row and then click # 9t putton
—T—] CI K=
d.4 Input the desired amount for NCAA and then click ks Save button

Note
e NCAA amount + NCA amount should not exceed the Total Monthly
Disbursement Program

e If CDC or NCAA row is inserted unintentionally, click Remove
CDC/NCAA button to remove the inserted row.
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. Unified Reporting System

e ’ 3.2.1.2 Prior Year Obligation tab
" a. Click the row for edit and then chck ait button
e o3

b. Input the desired amount and then click

Nofes: v

e Total Program, TRA and Monthly Amount are manually inputted

e Net Program, Sub-Totals and Full Year Total are system generated
e Full Year Total should be equal to or less than the Net Program

3.2.1.3 Tax Remittance Advice (TRA) tab -

. . L & Edit
a. Click the row for edit and then click bution
3
b. Input the desired amount and then click b sav

Notes:

e As a default amount, system will distribute the total TRA to twelve months

Monthly = Total TRA/12

e January to November is whole amount and the decimals (if any) will be

added to last month (December).
Allowed to Save : Sum of all the Months with amount =< Total TRA
Not Allowed to S_ave - Sum of all the Months with amount >Total TRA

-3.2.1.4 Others tab

)

. . . . &7 Edit
a. Click the row for edit and then click

b. Input the desired amount and then chck

Notes:

e Total Program, TRA and Monthly Amount are manually mputz‘ed

e Net Program, Sub-Totals and Full Year Total are system generated
e Full Year Total should be equal to or less than the Net Program

3.22 PartB
A Edit

a. Click the row for edit and then click button
b. Input the desired amount per month

E;; Save

c. Click button
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Unified Reporting System

3.2.3 Instructions tab (for Viewing as a reference)
3.2.4 Submit the Document for Review and Approval
3241AsaMaker
a. Click «.FOrREYVEW pion
e Status will be changed to FOR REVIEW and the document will be
available to Reviewer.
3.2.4.2 As a Reviewer
a. Click ;M;Lﬁ’ffffl—iw button

e Status will be changed to FOR APPROVAL and the document will be
available to Approver.

e To send back the report to the maker for modifications or corrections,

click i

3.2.4.3 As a Approver

e Status will be changed to APPROVED and the document will be
submitted to DBM electronically.

e To send back the document to the maker for modifications or correctlons
¢ button and the Status will be reverted to PENDING.
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'y ‘. Unified Reporting System

4. Printing and Saving of Reports

4.1 Print Preview

Brint.o: putton

a. Click &

4.2 Saving of Report
a. Click PDF. button to save the report in PDF

b. Click ::E%c® . button to save the report in excel
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