
ICIRCULAR LETTERI
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 Units and All
Others Concerned

SUBJECT Use of Online Reporting System for the Submission of Budget Execution
Plans and Targets for 2014 and Subsequent Years

1.0 Following 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~gencies in the preparation and submission of BEDs for 2014 and
subsequent years.

2.0

3.0

4~0
5.0

6.0

7.0

8.0

9.0

The Online Reporting System aims to facilitate the timely submission of the BEDswhich 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

UACSc-odesare already in the system.
2.2 Agencies shall print the BEDs NO.1, 2 and 3 using the Online Reporting System and

submit the same printed and signed copy to the DBM offices concerned on or before 30
Noveml;>er2013 as provided 'in NBCNo. 550.

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/ROconcerned.

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

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 .

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

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.ph .

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

This Circular shall take effect immediately.

! FLORENCI't B. ABAD
Secretary

http://urs.dbm.gov.ph.
mailto:Address:online-reporting@dbm.gov.ph
http://www.dbm.gov.ph.
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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

2.1 Log in

To log in:

a. Launch any internet browser (best viewed in Mozilla Firefox or google
chrome E::) by double-clicking on the shortcut icon on your desktop.

b. Type: http://urs.dbm.gov.phin the Address bar and hit Enter. The Unified
Reporting System login page will be dil?played.

OR

Double-click the Unified Reporting System application shortcut in the desktop if
available.

Help

User Nah'e: "*

Password; t_

Unified Repnltiu9 System Helpclesk :

Telehpne I'Jo•. : 531-2608/631.2609

Email Mdress : online.reporting@dbm.go\J ph

You are _ attempting to access a pri~'a~esystem.
Unauthorized access,. or access in exC9$,"S of your authc..1fit~t,
maY' rf1sult in civil' and criminal p;;r/3Ities. }'(}ur activities art;!
being logged and monitored.

DBM - Departm~nt of Budget and Management E eE

Unified Reporting System Log in Page

c. Enter a valid User 10 and Password.

Note: Password is encrypted.

d. Click I Loginl. 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 log-in the system which is located in
Help menu. .

RepubIlc oIlhe ~
Deparlment of Budget and Management

" ~nuC:;:ql ~~ 1fDClCl~V'(' V'(' V1:f1f~'"5'
Logout i maker

Department of Budget and Ai.anagem( Office of the Secretary

i
I
I
\'
I
i

Oper(jt)n~ Unit: 0100000 ~Central off;ce

001 • Office (If the Secretaf)l

RETREVE ClE.AR SELECTION

Type of BED: 8EDI

Budget Year:
.--.
2014

St<ltus: PENDING

Operating Unit '. Type -~fBEet Status Year

Central Office BED 1 PENDING 2014
Agency

..- .-_._.,-._.~ ~, ,_.,-.
06. Department o[Budget and Man'oement (D8M)... - .... ,-'"

Department

Agency;

-i ••

i
!
i
iI Oep~rtment:
i

... _. - ---,"-'-' - - .. - ...- --- -~ .. ".-'--' _ ..... -_ .._._~.-._--"
....~.~ .,._<~:.~ ~"'"...;,:':'>,.--., •••• d :-'" : ~ ••••,::<'...,~-.."-~."~:.:i~,,":.....:•.. :,,~ ~ ~~~~: ,. ~ ~., 1;- _ ~ ••••~~ :...-_.... ~. A-_ - ~ ..... - ~ ~ :]0.- ~ ~

DBM- De-partment ef Budget and NI'Jnagement I!fJ;

Unified Reporting System Landing Page

• 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)

partment of Budget and Manageme. Office of the Secrehry

Department: 06 - Department of 8udget and Management (DeM)

Agency: 001 • Office ofthe Secretary

Operating Unit: 01"00000 - Central Oti';ce

Ir_
I

' •• ~ i

Department Agency

Logout I maker

RETRIE\£ C~A.R ?£lECTI9N

Type of BED: BED 1

v Budget Year: 2014

..", . Status:: PENDING

o enlti 0 Unit Type of BEDs Status Year

Central Office BED 1 PENDING 2014

• __ •......- .•..~ _,.. ..•.••.....,...;'" .~~ __ ~..•.._~' .• "'~. ; __ •..~>~_""~"'..-..~..-:;.-'-~_,..-~ ••.~ •.•.•.. _, .•..• '_::u'l:.:.~ "",.'~ ... ";;,,.__ ..";,~_":,,,, ,,: .•....._
DBM - Department of Budget and tAanagement IJ ~

,
a. Click ..~; and select values on the search criteria

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

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

To change the current search criteria, click CLEAR SELECTION button.
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Unified Reporting System

3. View, Edit or Review Details.

3.1 BED 1

3.1.1 Currerit Year tab

.- -.-
Or;;ani<::ltiooC~ (l~CS) ;f~9~~~~~~..,.-~--'.----l

Departme.nt:

Agency:

Operating Unit;

--_._-----_.,-----_.----~-----_.__.- ,..._-------,
06 and : Type of BED: 18£:01

Logout I maker

Print

Cunent Yeoi'lf I _Budg~t Yea:r

. Part A P~rt B

C Edit '9 Seve ~'C;;nce\ (;; SPF

Particular's UACS COLI:

A.01

Actual Jan.l
Sept. 30

Estimate
Oct .1-I)ec. 30

Total

. ~ Gerlerat Administration and Support Sen.;C"e~ A.01..,

50 Centl'Cll Office tt01.<I.01

~} General Mar!ll'~ement 2nd Supervision A.01.a.01.a

:~; PI

j'!'N'OOE

~j FinExp

~CO

A,01.<:I.01.a 100

:\,01.<1.01.(1:

A.01.a.01.a

A.01,<;.01.<I

'00 200

Transaction Page
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Unified Reporting System

3.1.1.1 Part A tab
I) Edit

a. Click the row for edit and then click button

logout I ma~r

Department:

Agency: '

Operating Unit:

-<-_._-----,_._"-------_._._._ ..._.._-_..- .._--_._._,-'".-._--'.-
:06. Department of Budget and Management (DBh.i) iType of BED; iBEO 1 1~l~~~~~~;~~~~~~=-~=~~~:::.:~~:_~:;~~~=JBudget Year: 2QI~~~~=~~J~~~~..~~.~~~~~O~~~~~~_==~~~~-.~=~=~~~~=~~~='~~~_==;Status:~9£.~~~ilE-~'

Print

~ General Admini5tnti~nand Support

;"'.-."-

Instmctions

. UACSCO[£: ActualJan.1 Estimllte Total
.Sept,30 'Oet.1.Dec.30

A.ot

1~GBnenl Administntion and Support SeNices A,Ot.a

4

<:L
6.

~j Central Office

'!N3 PS
~AAOOE

tiI"jFi~p
[g]CO

A.m.'.01

A.01.a.01.a

A,01.a.01,a

.0.00 0.00

.0

b. Input the amount of Actual Obligation and Estimated Obligations (Total is
g Salle

system generated) and then click' button.
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Unified Reporting System

Logout 1 maker

Department:

Agenty:

Oper.ating Unit:

(unent Year Budget: Yea.r Instructions

f.Ri G~neral Administratl~n and Support

. __J

REVIEV\,~

UACS COCE Actual Jan.1 Estimate TotCl!
, Sept, 30 ",Oct.1-Dec. 30

A.01

Print

iiiGeneral Administration and Support Service;: A.Ol,~

3 ri~,}Centr~l Office

5. '-"iPS

ifcdMOOE-

ffJ FinExp

A,Gl,b.01

;'.01.(1,01.3

kOl ..•. 01... 100.00
"'-'."---

A.Ol.a.01.a

A.01.(I,Ol.a

;2000 12000

c. Add SPF details (if applicable)

SPF
c.1 Click button
c.2 Pop-up window for List of SPFs and corresponding PAPs will appear
c.3 Select the desired SPF and corresponding PAPs by clicking the box

C1 c-\;,-,
~.Jdl •••••

c.4 Click button

. c.5 Click the row for edit and then click t> Edit button
[til Save

c.6 Input the desired amount and then click " button

.' .

3.1.2 Budget Year tab

3.1.2.1 Part A tab

a. Click the row for edit
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Unified Reporting System

" "'''''', Republic:d !he PhIlppnes
:( } Department of Budget and Management
, ,-'::.t::D Ur;::i}) 0);:>;' 1fD,QQc;V'(' V'(' 1f1:f1:f~'"

logout I maker

Department:

Agenc,/:

Operating Unit: -00000. Central OffIce

Print

Current Year Budtet Yeill

P"l"t A Part B

•.•.~~ SPF

Im:tructions

PM1icu1ars

~ '2i!Part A

~ ~,;)Budget Year I ~ppropriations

.• -29 Gener~l Adrninhtn:ation and Support

.•-:j General Administration and Support Services

..d General M"m~ement and Supervision

~]P5

ijilMOO£

UACS COIX Total Comprehens.r...-e P.elease

0.1 Q2 0.3 Q4 .Sub Totat 0.1
A:

100oonOoo

100010000

100010001 =76

100010001 75697 13920 18'k'O 18920 .18417 75177

J~~ '18920 18417 75177

1'i1:Q?li "''''"

b. POp-Upwindow for Sub Object details will appear

ModO'll Window C,s)L.:ci~

/'Edit kJ. 5~\(e 41t Cancel

OBJECT COCES Tot.1 Comprehensive Rete:as:e For later Retease

0.1 0.2 0.3 Q4 Sub-T;tf 0.1 0.2 0.3 0.4 Sub-Tot.1

5010101001 Bi2$ic Sal"Jry - CiviU'8n 46074 11518 11518 11513 11000 45554 520 520 A..

5010102000 Sal-aries and W.ages - Casual/Contractual 16142 4035 4035 4035 4037 16142

5010201001 PERA - Ci,ili,n 2928 732 732 732 732 2923 0 0

5010202000 Representation AUow~nce (RA) 2232 558 558 558 558 2232

.5010203001 TranspCtrtation Allowance (TA) 2232 558 558 558 558 2232

5010204001 'Clothing/Uniform Allowance - Civilian 610 152 152 152 154 610

50'10208001 ProductMty Incentive AtlcroNance - Civilian 244 61 61 61 61 244

5010214001 Bonus - Civilian :J84() %0 %0 %0 %0 3340

,~, ,I ..",. ••... '....,..

c. Click
t9 Edit

button

d. 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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Unified Reporting System

Mod",' Window

.# Edit ~dSave ~ C<JnG~t

08.£CT (I)UOS Tot,1 Comprehensive Rel.ease For later Release

5010101001 Ba:;ic Salary ~Cr.ilian

5010102000 Sa(Iries. and ifl.lages - CasuaVContractual

501D..701001 PERA - Civili,n

50'10202:000 Representation Allowance (R.A)

5010203D01 1ranspQrt?ltion Allowance (TA)

5010204001 Clothing/Uniform AUowance - Civiliar,

5010208001 Productivity incentive Alto',Nance - Cil,.;lian

5010214001 Bonus - Civilian

Q1 Q2 Q3 Q4 Sub-Tot Q1 Q2 Q3 Q4 Sub.Tot.1

152( .46074 '0 U A

16142

2928

558 2232

558 2232

154 610

61 244

3840
~}

e. Click button

Notes:
• As a default amount, system will distribute the total appropriation to four

quarters under Comprehensive Release columns .
Quarterly Amount = Total Appropriation/4

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

• Allowed to Save : Sum of all the Qua_rters with amount (Comprehensive
Release and/or For Later Release) =< Total Appropriation

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

• 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.

.,(.J Edit klSave <i, Cancel
OBJECT CODES Total Comprehenst-.'e Re!ease For later Release

11518 46072 0

4['36 16141
!.:-,

,> L 8
;;:-,

558 2m
S59 2232 0 0

154 610 0

61 244 0

9&0 3840

• Not Allowed to
(Comprehensive
Appropriation

Save
Release

Sum of all the Quarters with
and/or For Later Release)

amount
> Total
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Unified Reporting System

• 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.

For Later Reteas:e

Mod"l Window

~Edit hi 5a',jE ~C:~nc:el

OBJECI CO[£5 Tot.\ Comprehensive Rel.ease

5ul>-Tot Ql

10101001 Basic'Sal.!)! - Cl;itian :
.::':' ::':'"46074 ',,11518 11518_ 1'1518 '11525 -46rii9 0

5010102000 Salaries and Wages' CasuatlContr;:,ctual 16142 4035 4035 35 4037 16142

5010201001 PERA - C"ilian 2928 .732 732 732 732 2928 0 0

5010202000 Repre:;entatlon AUQwaoce (RA) = 558 558 558 558 2232
5010203001 Transportation AUowance (TA) 2232 558 558 558 558 2232

5010204001 ClothinglUoiform Allowance. CMolln 610 152 152 152 154 610

5010200001 ProductilJity Incentive AUo\lllaoce ~ Ci~;lian 244 61 61 61 61 244

1010214001 Bonus. CMtian 3840 960 960 960 960 3840

Q2

o '0

o

o

Error

There are values greater than TOTAL
value,

Ok

3.1.2.2 Part B

Reputific oIlhe PhIIppiles
Department of Budget ~nd Management

,-- :>::>1.UC:l}l (})~ Vl).ClCl1:;V'C" V'(' V1:fCf-'5'

logout j maker

Print

......
Dep.artment:

Agency:

Operating Unit:

'.L~:urrentYear" 8udg,et Yea,. :.llnstcuct;oclS

Part A PArt B

BW-I PART B

jP Edit k3 Save ~, Cancel

UACS COlX Total Comprehe.nsive Release For lati

Ql Q2 Q3 Q4 Sub Tot;s( Ql

.Ii (:;)M<s;or Programs/Projects

• ':0. TRANSPARENCY, ACCOlINTABlllTr ~ND OPEN GOVtRN~Na

r"~~F'tsc~lpolicy rese:arch~ bud&et pl~nning,~nd 'progr~mming7 i~ 301010000 22206

~ Plaoning, mar,agem~nt and m(lnltorin~ of the annlJ;:,1 budget 302010000 36136

G~Evaluation, /"elease and monitoring of funding requirements 30202OODO lm72 0

f£J Internal control s..,mems and procedures towards producth 3030100'01 25016 10 10 10 10

Budget Year: Part B Page
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Unified Reporting System

,19 Edit
a. Click the row for edit and then click

b. Input the desired amount per quarter

button

c. Click
~ Save

button

Notes:
• Amount is editable per quarter; can be equal to or less than the original Quarterly_

PAP amount (but not higher)
• Allowed to Save: Quarterly amount =< original Quarterly PAP amount
• Not Allowed to Save: Quarterly amount> original Quarterly PAP amount

3.1.3 Instructions Tab (Viewing as a reference)

Logout i maker

Department:

Agency:

Operating Unit:

Current 'fear

FINANCIAL PLAN (BW No. II
INITRUITlqNS

Print

The Financial PldO (FP) ::.hal! contain th\? (lUi ,ll-.gE.'n0l'~performance in the current ':"'8ar~in term::; ot obligatiof; progr-3rn, corrsisterot with its budget {e1fel
per f-lationaf Expenditure Program (fJEP) inc.lusiYe of automatic appropriations (or the budget year. FOI FY 1014. <tge-odes !.h(,uld al1gn lheil 2013

PAPfMFO as u~ftec1p.d in t"EP-Pe-rfolm"n(~ lnfollu~d Budget {PIEn. if feasible. Otherwh.e. ClHle-nl Yf."31\. obligations ~h.'111be !>ubmitte-d s.epar.ltety.

Cowmn 1 P.:lrt ,e.. incl.udes all.progr.arns, activitie.:; Gild projects (Pi.a.:, P) te. be implemented, c-?Jtegcrb:e.d bVcost structure, Uj atlotment dass and by .'1
fund source, incJuding automatic appropriations ;,;end specii.ll pUrp')5e funds. Thi5 s-h,~t[tillso disd.ose the ~l,/,ajor Fin,'1iOutput.::. (MFO) ""',o'hare
the -;.pecific P//UP::. under operations shaH be attributed. The MFO are, goods! service'; that.~ departrrlent! agency is rnand.jted t(i

deJiver to e}(ternai cl.ients through the irnple.rnentation of the programs .. acti'~'itie$ and projects.

P-3rt B'shalt highl.ight fAdjor Programs and Projects enroHed/,~ttributed I.L' the Progr.3JTIBudgetingt,pproach per NB/v\ N.:t. 118, and those
cornmitted t.o the President and '#hose ou~puts arE' being dosel.y monitor'ed by the Prl!:":::.idE:ntial.f.!,an~gement Staff(pMS), These /V.a.ior
prograrns and Projec.ts must bE':du1-,;,aligned to one or severat priorlt~}areas of spending of the government, othen~,d5e kno".tVil as I',ey
F~eslJlts,e.reas (KRt.,s) pursuant to EO ND. 43, ~:i- fatto'tlS:

3.1.4 Submit the Document for Review and Approval

3.1.4.1 As a Maker

a. Click For Reviev.'! button

• Status will be changed to FOR REVIEW and the Document will be
available to Reviewer.
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Unified Reporting System

3.1.4.2As a Reviewer

a. Click For Approval
~"'-~" <.. ••• ~---~ -,-,~,.,_'~-'-' button

• Status will be changed to FOR APPROVAL and the Document will be
available to Approver.

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

click Send Back button and the Status will be reverted to PENDING

a. Click

3.1.4.3 As a Approver

Approve button

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

• To ser1~.~ac~th_eDocument to the maker for modifications or corrections,

click. Send Back. button and the Status will be reverted to PENDING.

3.2 BED 3

., ."'" '" RepubliC dille PhIippiles
.. l: Department of Budget ~ Management
.''',"J :::>:nUC;::<}) (»?:' Vl).QQt;v'(' V'(' 110'"0'"~ '"5'

Logout i maker

., .....
RETRIEVE CLEAR SELECTION

Department:

Agency:

06 - Department of Budget and Management (OBM)--- _. '~-.-~'~" ,.-

'001 - Office ofth.e Secretary

Type of BED;

Budget YeCtr:

8ED3

2014

, n ot udget ~nd ManagemE Office of the Secretary

OfJer~ting Unit: 00000 - Central Office

Department Agency

Status;

~per.tltinglJnit

Centnt Office

-Select On~ ...

Type of SEQ;

SED 3
Status Year

~; •.. ~S:"h>-~"" '~-, __ 4~"-,h: ~:.,......•....V"",.; ~i4~._",~::,~w"" ,:1...- iJ~~j~.:4~$/"'r;.:..•"..!"~~~:_,~".,,~~~-h.""\.~::h-'~:S,~:~:~",~::"'-/~ ~,.. '
DBM • Department of Budget and Management .IIt!;
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Unified Reporting System
3.2.1 Part A
3.2.1.1 Fiscal Year's Budget tab

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

• Republic oIlhe ~
) Deparlmenl of Budget and Management

\ .<~".,,:~~nuC::0) (3)~ 1f~QQt;::V'('v~ verrr ...,
Logout I maker

Department:

Agency:

Operating Unit

of BED:

Budget Year:

i Status:

3 Ptint :. : .~-'.

Part f~ DetaUs Part B-Oetai1.s tnstruction:;;

Fiscal Year's Bunget Pl"ior Year Ob.ligatioli, Tit:.: Remittance Advice(TR.:"j Other!:.

Fhc~I.Ye-ar's Budget

~ CDC 'ffi; tKM ~;~~ove e~Save' '" C,ncel

•8Notice of Cash Al.tocatior.

~ t:1Ne'''''' GAt,

3. ~ t.2lC~mpre'he~;ive ~le~se

~ D Specific Budget of Nation.1;l( Govt. Agen

... !~PS 301O1ll1lOO: 1500

301010000

J,n Feb March Total April

:"j

50 145() 120 120 120 360 . 120 :::>

b. Input the desired amount per month and then click button

Print

logout I maker

Other!;PriOI- Year Oblig"l:ttor,Fiscal Y~a;'s Budget

l
I
II Departnlent: ~'-'----'-"'---'"-"--"--"~"-' '_~"',-'-'-.-"'_'",'-"--"-'--"._--'-"-_." '-'~"---'l,Type of BED:
J !~6_ ~_E'£,a_~.,:,_e_n!._~~~~dg~t ,~m?-~a.n~qeme.nt .(DB~)IAgency: frii.i~':-Offi~~.-of~f.~.~~~~~i-'--~-_..._---._---_._---~-IBudget Year:

1 Operating Unit: 100000 ,~-~-;;~~'_?ffi'~;"-._._-_-"'~-'.~"'.'--.---- .."..---, ...--~--..- ....".,_._._~".._-j Status:
! Ors.riution Codlt (UAl:S) iDe)(j1oorii(j----- ...-- ---._--j
j' ..I Part A ()etaHs ,;- Part B DetaUs Ins.true-bons

!

I
fiscal Years Budiet

Jan Feb March Total April

.•~:JNotice of Cllsh AUoc~tion

2. •• ~NewGAA

#I S;ComprehensT.ie Release

' .• ':35pecific Budget of Net1onl');l Govt. Agen

. @ PS 301010000 1500 50 1450 120 120 120 360 120 =:::>
ffijMOOE 301010000
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, , Unified Reporting System

Notes:
• , 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

c. 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

'0iO

c.3 Click CDC row and then click .# Edit button

cA Input the desired amount for CDC and then click g Save button

Note:
• CDC amount + Notice of Cash Allocation (NCA) amount should not

exceed the Total Monthly Disbursement Program

d. Add Non-Cash Avai!ment 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

d.3 Click NCAA row and then click'" Edit button

dA Input the desired amount for NCAA and then click ~ Save button

Note
• NCAA amount + NCA amount should not exceed the Total Monthly

Disbursement Program
• 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
3.2.1.2 Prior Year Obligation tab

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

- ~ Save
b. Input the desired amount and then click '

Notes:
• Total Program, TRA and Monthly Amount are manually inputted
• Net Program, Sub-Totals and Full Year Total are system generated
• Full Year Total should be equal to or less than the Net Program

3.2.1.3 Tax Remittance Advice (TRA) tab -

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

Id Save
b. Input the desired amount and then click

Notes:
• As a default amount, system will distribute the total TRA to twelve months

Monthly = Total TRAl12
• 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 Save: Sum of all the Months with amount >Total TRA

3.2.1.4 Others tab

a. Click the row for edit and then click '/' Edit button.
8 Save

b. Input the desired amount and then click

Notes:
• Total Program, TRA and Monthly Amount are manually inputted
• Net Program, Sub-Totals and Full Year Total are system generated
• Full Year Total should be equal to or less than the Net Program

3.2.2 Part B

pEdit
a. Click the row for edit and then click

b. Input the desired amount per month

button

c. Click
g Save

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

3.2.4.1 As a Maker

a. Click button

• Status will be changed to FOR REVIEW and the document will be
available to Reviewer.

3.2.4.2 As a Reviewer

a. Click button

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

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

click button and the Status will be reverted to PENDING

3.2.4.3 As a Approver

a. Click ,,~,~ef:,rg~e)button
• 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,
!",_,~~ v._ .... _ .._" ....,,,,\, .

. ,,:f,endBaG~<1 .click ':IEg's;,.f,));;;;",W button and the Status WIllbe reverted to PENDING.
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•.~ Unified Reporting System

4. Printing and Saving of Reports

4.1 Print Preview

a. Click button

4.2 Saving of Report

a. Click PDF) button to save the report in PDF

b. Click Excel. button to save the report in excel
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