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Pengguna sistem ini adalah terdiri daripada staf UPM yang
mempunyai peranan di dalam modul Purchasing iaitu sebagai
prepare (penyedia), reviewer (pengesah) dan approver (pelulus)
vang melibatkan proses Purchase Requisition (RO) dan Purchase
Receipt (GRN/Pengesahan Terimaan)

Keperluan Untuk Akses Sistem:
Adobe Reader 2019 or later to open Acumatica ERP PDFs
Microsoft Edge 44 or later
Mozilla Firefox 82 or later
Apple Safari 12 or later

Google Chrome 87 or later

1. Taip url berikut: https://erp.upm.edu.my/UPM
2. Paparan berikut akan dikeluarkan. Tekan Active Directory untuk
akses kali pertama.
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«@. Active Directory

Selepas pengaktifan, masih hanya perlu tekan Active Directory untuk
akses sistem


https://erp.upm.edu.my/UPM

3. Masukkan UPMID pengguna (xxx@upm.edu.my). Tekan Next
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Selamat datang ke Portal M365 UPM! Mohon semua
untuk mengakses menggunakan UPM-ID

@ sign-in options

Terms of use  Privacy & cookies -+

Sila hubungi pihak Idec sekiranya skrin berikut dipaparkan melalui
SPICT
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Enter password

Your account or password is incorrect. If you don't
remember your password, reset it now.

Fassv.ord

Forgot my password

Use a certificate or smart card

Selamat datang ke Portal M365 UPM! Mohon semua
untuk mengakses menggunakan UPM-ID
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4. Masukkan kata laluan UPMID dan tekan butang Sign in

v B@v 3 x Mibc @con DCon Dcon Dcon DCon Dcon QPSE WSST WSST Binde Wiun WsisT e O Tan @EC + - (=] X
< 2 O 25 login.microsoftonline.com/idecupm.onmicrosoft.com/wsfed ignin1 3a%2f%2ferp.upm.edu fi =rm%3d1%26id%3d; -3 in) = [ @  NewChome available :

S THUAR @ Etiga @ SENARAI AKAUN SS. »

[#€ UPM-ID-Single Sig.. @ <spel>  §F UTAMA | PEABATB.. () Portal Pekeliling Per. Sistem Pengurusan .. € Login - Censof Fina..  [I]] bil airsertik @ redONE Member Lo.

NG e
¢ aini_abd@upm.edu.my
Enter password
pa
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Selamat datang ke Portal M365 UPM! Mohon semua
untuk mengakses menggunakan UPM-ID

5. Pengguna akan dibawa ke paparan utama sistem kewangan Putra
Finance.
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Welcome to Acumatica

Favorites

W
& Data Views

E?i Asset Admin

Acumatica Community @z Acumatica Development Platform [

General Ledger

(2) Dashboards

S cash Book

© Payables Announcements

® Receivables Join us for Acumatica Summit 2024! 2023 R2 Launch Event On-Demand

Q 3 full days of expanded opportunities to network, to connect, to See the latest features, innovations, and updates.

Acumatica learn, to train, to celebrate and to discover.

P Purchasing SUMMIT

@ Payroll

G2 Advances & Claims Acumatica Enables Growing Businesses to Acumatica Dominates ERP Landscape in Multiple
Achieve Sustained Success Independent Reports

E—b Stock Control Publ




6. Sila emel ke cust.bursar@upm.edu.my sekiranya ingin mengemaskini kod
branch pengguna dengan mengemukakan maklumat berikut:

e Nama
e No staf
e Kod branch (pemilihan seperti contoh berikut)
KOD MAKSUD PERUNTUKAN KOD MAKSUD PERUNTUKAN
BRANCH BRANCH
so1 MENGURUS S05 AMANAH (61XXX, 62XXX)
s02 KOLEJ KEDIAMAN S06 AMANAH (68XXX)
s03 PENYELIDIKAN s08 AMANAH (64XXX, 65XXX, 66XXX)
(5XXXX,9XXXXX,63XXX,67XXX)
S04 PEMBANGUNAN (7XXXX) 10 AMANAH PELAJAR

7. Bagi pengguna yang diberi akses sebagai penyemak/pengesah/pelulus, sila
kemukakan maklumat berikut juga di dalam emel:

AKSES DOKUMEN SOKONGAN

PENYEMAK | SURAT ARAHAN ATAU SENARAI TUGAS

PENGESAH | SURAT KUASA (LAMPIRAN 3)

PELULUS SURAT KUASA (DITANDA TANGANI NAIB CANSELOR)
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Perkara Yang Perlu Diberi Perhatian Oleh Pengguna

A. Pemilihan Kod PTJ (Branch)

1. Setiap kali sebelum proses menginput, mengesah atau melulus,
pengguna hendaklah memastikan pemilihan branch (kod ptj)
yang betul agar peruntukan ditolak dari bajet yang betul. Tekan
menu berikut
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O v + 2z
Cg Data Views
Type Al »  Status Al ~  Date Al ~ $01-0000! B . 5
Asset Admin B0 D Type Reference Nbr. Status Date Post $01-10018 Description
Period
501-10032
General Ledger 0110033
$01-10060
(2) Dashboards
$01-10065
S Cash Book $01-10073
$01-10075
@ Payables $01-10078
No recorc
® $01-10080
Receivables $01-10131
$01-10132
.P Purchasing
S01-10133
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2. Masukkan branch (kod ptj) yang ingin diproses dan sistem akan
memaparkan senarai ptj dan kumpulan wang yang wujud. Pilih
mengikut kumpulan wang seperti panduan di bawah
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G Data Views ﬂ
Type: Al ~  Status:All ~  Date Al ~ $01-10401 T e .. o
Asset Admin B o D e Referance Nbr. stotus Date Post 50310401 Description
e 504-10401
General Ledger 505-10401
(2) Dashboards Soe-10401
$10-10401
S Cash Book
i
KOD BRANCH MAKSUD PERUNTUKAN KOD BRANCH MAKSUD PERUNTUKAN
S01 MENGURUS S05 AMANAH (61XXX, 62XXX)
S02 KOLEJ KEDIAMAN S06 AMANAH (68XXX)
S03 PENYELIDIKAN (5XXXX,9XXXXX,63XXX,67XXX) S08 AMANAH (64XXX, 65XXX, 66XXX)
S04 PEMBANGUNAN (7XXXX) S10 AMANAH PELAJAR

Sebagai contoh, sekiranya ingin menyediakan Purchase Requisition
(RO) bagi projek Amanah 63xxx, sila pilih SO3-PTJ



B. Proses Yang Terlibat di PT)

1. PTJ hanya akan terlibat dengan proses Requisition dan Purchase
Receipt di Modul Purchasing
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Favorites

Data Views

Asset Admin

General Ledger

Dashboards

Cash Book

Payables

Receivables

Purchase

Data Entry

Reauest:
T

Requisitions

Purchase Qrder:

Purchase Receipts
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Purchasing

Tender Award

Processes

Create Purchase Orders
Print/Email Purchase Orders
Release Purchase Receipts

Inquiries

Mmriimmbn

Cb New

Purchase
Order Receipt

p New

Purchase
Request

Standard Reports

Request Details

Requisition Details

Purchase Order Summary
Purchase Order Details by Vendor
Purchase Order Details by Inven...
Purchase Order Details by Account
Purchase Receipt Summary
Purchase Order Receipt and Billi...
Purchase Receipt Details by Ven...
Purchase Accrual Summary

Purchase Accrual Details
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Purchasing

New

Setup

Vendor Contract

Vendors

FOB Points

Purchase Orders Preferences
Vendor Inventory

Purchase Requisitions Preferences
Request Classes

Ship via Codes

2. Setiap kali ingin membuka di tab baharu, hanya klik kanan dan
tekan Open in new tab
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Favorites

Data Views
Asset Admin
General Ledger

Dashboards

Amnb Danl

Purchasing
New New New +o New
Purchase Ga Purchase p Purchase “* Vendor
Order Receipt Request
Data Entry Standard Reports Setup
Requests Request Details Vendor Contract
¥ Requisitions + NEW Requisition Details Vendors
Open in new tab Purchase Order Summary FOB Points

Open in new window

Purchase Order Details by Vendor Purchase Order




C. Column Configuration

1. Setiap column di dalam setiap proses boleh diubahsuai (column
configuration) mengikut kesesuaian PTJ. Walaubagaimanapun,
column yang perlu ada untuk tujuan data entry (input data) akan
ditunjukkan di dalam manual kerja bagi memastikan tiada
maklumat yang ketinggalan dan menjejaskan proses kemaskini
peruntukan

Requisitions

) NOTES ACTMTIES FILES TOOLS =
¢ Favorites g

New Record
ey ol CoIE R A (O S T =:1viovE HOLD [
&' Data views

= Branch S01.00000- Normal - B &
B AssetAdmin Rel. Nor ~NEW- P : Apze74. Column Gonfiguration

Status: On Hold Customer. 4

P el
T General Ledger = Date: 040172024 Location
Approved

) Dashboards Description
& DETALS ~ SHIPPING  BIDDING  VENDORINFO  AF
S cash Book

C + 7 ADD ITEMS
(© Payables Be D Inventory ID Line Line Type Est Unit Manual Est Ext Account  Description

source Warehouse Cost  Cost cost
(*) Receivables
1 .
& Purchasing
(5 Budget Contral
OK  CANCEL

5f| Fixed Assets

2. Susunan skrin bagi Purchase Requisition adalah seperti berikut:

Requistions [)NOTES ~ ACTMITIES ~ FILES  CUSTOMIZATION
New Record
hmn+mtyv|<<>>\.~-
= Branch: $01-10032- o Priority: Normal v Currency: MYR 100 v VIEWBASE
Ref. Nbr: <NEWs O = Creator AD0O0S - KAREN ANNE CRC 0 Est. Ext. Cost: 000
Stalus. On Hold Cuslomer. 7
«Date: 08012024 ~
Approved
Description:

DETALS ~ SHIPPING ~ BIDDING ~ VENDORINFO ~ APPROVALS ~ OTHER ~ PURCHASEORDERS ~ SALESORDERS  BUDGETDETAILS

& + # X REQUESTDETALS ADDITEMS ADDREQUESTEDITEMS ~MERGELNES ~ PURCHASEDETALS | [N 4,
8000 Inventory ID Line Type Warehouse Description *Uom Order Qty. Est. Unit Est. Ext. Project Description
Cost Cost
> 0 0 O NONSTOCK Non-Stock STAALUMNI STOCK EACH 0.00 0.0000 000 X Non-Project Code
Requisitions [YNOTES ~ ACTMITIES ~ FILES  CUSTOMIZATION  TOOLS ¥
New Record
a« DB v + @ - K < > o RENEVLE
+ Branch $01-10032- © Priority. Currency: MYR 1.00 ~ || VIEWBASE A
Ref. Nbr. <NEW> 0 + Creator. ADD00S - KAREN ANNE CRC 0 Est. Ext. Cost: 0.00
Status: On Hold Customer 7
+ Date: 08/01/2024 ~
Approved

Description:
DETAILS SHIPFING BIDDING VENDOR INFO APPROVALS OTHER PURGHASE ORDERS SALES ORDERS BUDGET DETAILS
& 4+ # X REQUESTDETALS ADDITEMS ADDREQUESTEDITEMS MERGELINES PURCHASEDETALS | ® 4

Description Project Task Description Account  Description Sub Description Required  Promised

Date Date
Nen-Project Code.

718



3. Susunan skrin bagi Purchase Receipt

Purchase Receipts

[INOTES ~ ACTMTIES ~ FILES ~ CUSTOMIZATION ~ TOOLS ™
Receipt - ART & SIGN SHOP
a7 22 N 1 v O ORGP I RELEASE
- ~
Type: Receipt A Vendar. BADD0016 - ART & SIGN SHOP Z  TolalQly. 000
Receipt Nbr. NEW= 0 + Location: MAIN - Primary Location o Uninvoiced Qu. 000
Status: Balanced Cumency: MYR 100 ~ || VIEW BASE Total Cost 000
+ Date: 090172024~ (0 Create Bil
sPostPeriod | 01204 0 Vendor Ref.
Workgroup: o
Owner.
DETAILS ~ ORDERS ~ PUTAWAY  HISTORY  BILLNG  LANDEDCOSTS  OTHER
¢ 4+ # X UNEDETALS ADDLINE ADDPO ADDPOLINE VEWPO |+
B0 O *Branch *Inventory ID Line Type *Warehouse Transaction Descr. uom Ordered Qty. Open@Qty.  Receipt Qty. *Project Project Task PO Order Type PO Order Nbr.
2 & 0 sot10032 NONSTOCK Non-Stock BO1-00000A KOMPUTER RIBA EACH 000 X
Purchase Receipts [YNOTES ~ ACTVITIES  FILES  CUSTOMIZATION  TOOLS *
Receipt - ART & SIGN SHOP
“« B a o+ @ oo Ko<y o EEEN
. A
Type: Receipt ~ ~ Vendor. BAD00016 - ART & SIGN SHOP 7 TolalQy: 0.00
Recepthbr: | <NEW> O + Location: MAIN - Primary Location o Uninvoiced Qu... 0.00
Status: Balanced Currency: MYR 1.00 ~ || VIEW BASE Total Cost: 0.00
=Date: 09/0172024 ~ O Create Bil
=PostPeiiod: | 012024 O Vendor Ref.-
Workgroup: o
Owner: jol
DETALS ~ ORDERS ~ PUTAWAY  HISTORY  BILLING LANDED COSTS ~ OTHER
® + # X UNCEDETALS ADDLINE ADDPO  ADDPOLNE VIEWPO |~
Transaction Descr. uom Ordered Qty. OpenQly.  Receipt Qty. *Project Project Task PO Order Type PO Order Nbr. POLine Complete  Account  Sub. Accrual  Accrual Sub.
Nbr. PO Line Account
KOMPUTER RIBA EACH 000 X ] P27801 01-00000-DA



