To Access SPGC Employee Electronic Purchase (Admin)

1. Open your Internet Browser (preferably Google Chrome)

2. Use the Web Address Location Featured Below:

@  202.2.2.89/epp/login

Login:

- After entering the Web Address Location you will be redirected to the Login screen

Info! This application was tested using
google chrome browwser using different
brovwser may cause some error and
program termination.

UserHame:

|
} Enter UserMame.

Password:

|
| Enter password

Login
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Main View:

- When you enter the correct username and password the system will redirect you to the
main view, here, you can see the menu according to your access level. you can see here
the version no., transaction and maintenance module, and the currently log user.

© | Garee s, Meseden Gaoe
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Transaction

Transaction Module:

- In the Transaction Module, this is where the E.P.P. transactions will be processed.

Transaction Mairtenance

MAIN CONTROL

Update Balance

View Transactions

-When you hover your mouse over the transaction tab, a sub-menu will appear beneath,
click the balance check.

Transaction Mairtenance

Balance Chedk



http://202.2.2.89/spgcwiki/index.php/File:Balcheck.png
http://202.2.2.89/spgcwiki/index.php/File:Trans.png

-After clicking, a small menu will appear, which contains, Main control and View.

-Under Main control there are two options; Check Balance and Update Balance, and in
View; there is View Transaction.

Version:00.0.3

Transaction

MAIN CONTROL

Update Balance

View Transactions



http://202.2.2.89/spgcwiki/index.php/File:Balcheck.png

Checking Balance

Check Balance:

-To Check Balance, When you hover your mouse over the transaction tab, a sub-menu
will appear beneath, click the balance check.

Version: 0.0.0.3

Transaction Mairtenance

alance Chedk

-Under Main Control, press Check Balance.

Transaction ; Maintenance

MAIN CONTROL

Update Balance

View Transactions
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A Check Balance form will appear, The Check Balance form contains; Store, Requested
by,Credit Limit, Available Balance.

Check Balance

Store: SHOWROOM o
Request By F2to searct

Credit Limit:

Available
Balance:

Print Cancel

- The Store contains two options; Showroom and Meycauyan Baratilyo, you may choose
from the two, depending on what transaction you want to do.

Check Balance

Store: SHOWROOM Y,
Request By W
Credit Limit:

Available

Balance:

Print Cancel
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-To check balance of a certain Employee, click on the Request by Textbox, and Press F2.

Credit Limit:

ool /

Print = Cancel

-After Pressing F2 a Search Employee Form will appear.

=——— Ji ] [ N

3 lotizs RAMOS FLORA PANGAN S
ion 170 TINGZON OLIVIA RAFOL a
3 01305 MOVA MARIO JR SOCIA
_o_i;ﬁ“a:; GULINAG AMELITA GARCIA

5 01453 BUENAFLOR MARY GRACE LOPEZ

6 01474 DELA CRUZ [eLmER MENDOZA

7 0149A RECALDE 'SANTIAGO ALONZO -‘31
@ P S Y View I - 19 of 1,581

| select  Cancel
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-You can search for an Employee, using their basic information like, Employee no., Last
name, First Name, and Middle Name.

1 -
Search Employee
Em’::,’“ Last Narme First Name siddie Name
‘padillol [
I (15002535  PADILLO TRIXIE MAE vizeo
View 1 -« 1ofd
Select Cancel

-After searching, you may click on the Employee and press select or double click.

Search Employee
["'9:‘;'“ Last Name First Name Middle Name
, | ‘padillo 1l 1ET
| 15002535 PADILLO TRINIE MAE vizco

View 1« 1of1

A | select ? Cancel
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You will be redirected to the Check Balance form, with the Employee's Credit limit and
Available Balance.

Check Balance
Store: SHOWROOM v
Request By 15002535

Credit Limit:

Available
Balance:

Print Cancel

-After getting the information of the balance of the Employee, You may press the Print
Button.

Check Balance

Store: SHOWROOM v
Request By 15002535

Credit Limit:

Available
Balance:
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-After Pressing the Print button, A Browser Pop-up will appear, it contains a
downloadable and printable PDF file.

The PDF file contains the Employee Information, which are; The Date/ Time of the
Transaction, Company, Employee No., Complete Name, Department, Credit Limit, and
Available Balance.

) 7 - Mozitks Fieefox r_ !rcl&

AZ OF DATRTNE AT 0228 MM

COMPRNY STERUNO PAFER SRODOC TS ENT.. NC
BVPLOYEE NO. BaIDnS

Hame PADILLD, TRECIE MAE VRZCO
DEPARTVENY s

CREMT LaaT 000 (0
AVAILABLE BALANCE 3,200 [

T g wh e SRy e cae
NO. OF INS TALLMEN T
AMOUNT PUR CHASED

CatEn jpaTe
T YIFETTEN PR e

BV LOYEE FDATE
CMPT R e Ao

F1o030 prert ceends B0 redt Wt or rattar of AgsTen
® 2000 o3 wil e (e red

EPROVED MO OF INETAULMVENT
APPAOVED FURCHASE AMOUNT

APACVED OV IDATE -
RVITET TN e

It also contains a small fill-up form, which will be filled up and signed by the cashier, the
employee and an Approval form which contains Approved no. of installments, Purchase
amount, and approved by whom and signature.

e Approval form only to be filled if total amount exceeds the Credit limit or No.
Maximum Installments (6).
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Updating Balance

Update Balance:

-To Update Balance, When you hover your mouse over the transaction tab, a sub-menu
will appear beneath, click the balance check.

Transaction Maintenance

alance Chedk

- Under Main Control, press Update Balance.

Transaction Maintenanc

MAIN CONTROL

Check Balance

Update Balance

- View Transactions
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A Serve Order form will appear,the Serve Order form contains; Store, Order by,
Transaction date and No., Deduction Code, Total SD Amount, Installment, Payroll
Deduction Amount, Credit limit, Available Balance.

Serve Order

Store: SHOWROOM v
Order By: F2to zearch

I'ransaction 087202017
Date:

Transaction
No.:

:)::::.rtmn Please select a deduction code. . v

Total SD
000
Amount:

Instaliment: 1
Payroll
Deduction
Amount:

Credit Limit:

Available
Balance:

ncel

O
w

Save

- The Store contains; Showroom and Meycauyan Baratilyo, you'll need to choose from
the two to continue transaction.

| Serve Order

Store: SHOWROOM v

Order By: MEYCAUYAN BARATILYO |

ITransaction 087202017
Date:

Transaction
No.:
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The Deduction code contains; Purchases(CBS), Pharmacia ni Dok, Rice(Showroom),
Dona Maria Rice Surprise, Willy Farm Denorado Rice, Purchases(MKTI Showroom).

E:S:Ftnon Please select a deduction code.., v
PURCHASES (CBS)

fotal SD PHARMACLA, NI DOK

Amount: RICE (SHOWROOM)
DONA MARIA RICE SURPRISE

Installment: WILLY FARM DINORADO RICE
PURCHASES (MKTI SHOWROOM)

Payroll

- The Order by, is to search for the Employee that wants to do the transaction.

- To Search, click on the Order by Textbox, and Press F2. After

Serve Order
Store: SHOWROOM "

Order By:

fransaction 0B20/2017
Date:

ITransaction
No.:

-Pressing F2 a Search Employee Form will appear.

| SEEEE T o ——y
Search Employee
Emp::’ytc Last Name Firnt Name seddle Name
l , ) .
1 0112% RAMOS FLORA PANGAN ~
2 01170 .TINGZON .OLIVIA ‘PAFOL
3 .01305 ’MOVA .MAF[O JR ’SOCIA
N .01344 :ISULHMO AAMEL!T& :GAP.C]A
S 01453 BUENAFLOR MARY GRACE LOPEZ
& Dl474 ‘DELA CRUZ ELMER .MENDOZA
7 DLl45A 4RECALDE SANTIAGO ALONZO ¥
< >
. - View L - 15 0f 1,551

Select Cancal
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-You can search for an Employee, using their basic information like, Employee no., Last
name, First Name, and Middle Name.

- Firet Name ,
. | |padillol ) Ji
1 Jnsoozsas luoxu.o [vxzco

View 1« 1of1

Select Cancel

-After searching, you may click on the Employee and press select or double click.

o — - - v‘“t‘l‘fl
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-Pressing Select, you will be redirected to the Serve Order Form, with the Employee's
Credit limit and Available Balance.

Serve Order

Store: SHOWROOM v

Order By: 15002535

Transaction | 08202017
Date: |

Transaction
No.:

?sg:_‘“”" | Please select a deduction code. v

Total SD |
Amount: (1000

Installment: | 1
Payroll
Deduction
Amount:

Credit Limit:

Available
Balance:

Save Cancel

-You may now enter the desired; Transaction no., The Deduction Code, Total SD Amount,
Installment.

Serve Order

Store: SHOVWROOM v
Order By: 15002535

I'ransaction 7(52012017

Date: >

Transaction 3123123

No.:

Deduction PURCHASES (CBS) <
Code:

Total SD

Amount: i

Installment: 1 v
Payroll

Deduction

Amount:

Credit Limit:

Available
Balance:

Save | Cancel |
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-If you entered a Total SD Amount of 500 and below, The installment will automatically
be "1" but you may change the installment to "1 - 6".

| Serve Order

Store: SHOWROOM v

Order By: 15002535

Transaction 062002017
Date:

Transaction N2
No.:

Deduction PURCHASES (CBS) v
Code:

Total SD
Amount: 500

Installment: 1 v
Payroll

Deduction

Amount:

Credit Limit:

Available
Balance:

Saye Cancel

-If you Entered a Total SD Amount of 501 and above, The installment will automatically
be "6" but you may change the installment to "1 - 6".

Serve Order

Store: SHOWROOM v
Order By: 15002535

fransaction 062072017

Date:

Transaction 3123123

No.:

Deduction PURCHASES (CBS) v
Code:

Total SD

Amount: v

Instaliment: 5 v
Payroll

Deduction

Amount:

Credit Limit:

Avalilable
Balance:

Save Cancel
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- Exceeding 6 installments, an "is approved, with a check box and an Approver" will
appear. you should check if the documents presented are approved and by whom, and
press the check box and select who approved the document and proceed with the
transaction.

Serve Order

Store: SHOWROOM v

Order By: 15002535

Transaction wQOW1?

Date:

Transaction 3123123

No.:

DeSuctinn PURCHASES (CES) v

Code:

Total SD
Amount: 600

Instaliment: 7 v
Payroll

Deduction

Amount:

Credit Limit:

Available

Balance:
Is Approved?
Approver: Please sslect an approver... v

Save Cancal

-If the installment is exceeding 6, and the documents is not approved, discontinue the
transaction.
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-If the Total SD Amount is exceeding Available Balance, A Message box will appear
containing a warning,

Date: JRZEA? ]
-

[

To Employee exceeded P100.00 total deduction. &

A Approval is required for this transaction

- E

Pa

De Close .

A A

Credit Limit; | 500000 o

Available 100 &

Balance:

The Transaction would also need an Approval before continuing Transaction, otherwise
Discontinue Transaction.

Installment: 6 * &‘

Payroll r
Deduction S50 .
Amount:

Credit Limit: 500000 :

Available 100
Balance: )

Is Approved?

Approver: l Please select an approver... * 51
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Viewing Transaction
View Transactions

-To view transactions that have been made; When you hover your mouse over the
transaction tab, a sub-menu will appear beneath, click the balance check.

Transaction Maintenance

alance Chedk

-After clicking, a small menu will appear, which contains, Main control and View.

-Under view, there is View Transaction, click it

Version: 0.0.0.3

Transaction Maintenanc

MAIN CONTROL

Check Balance

Update Balance

View Transactions

-After clicking you will be redirected to Transaction List page.

TRANSACTION LIST

s s

totude Selence Do from  XaLO0T?

Avs Vwamnrs
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-You would be able to view transaction that have been made from a desired date, and to
any desired date you want.

Yiew Filter
Date From | 0812012017

Date To 0672072017 Yiew

Details

-After you have input your desired dates, click view button, on the details list box, all
transaction/s will appear based on a certain span of dates you entered.

TRANSACTION LIST

Date From noenT

Date To dE0NT View

Transaction List

tmp. » Store Snstalinegs D90sction  Totsl  Tranasctio Transectio [s  Ia  Crusted
Na. Aot Arnesnt ’ Date Poc Caw “n

15002% PADILLO, TRIMES MAE VIZCO SHONE - 13222 #0000 22322332 XWT0610 0 0 2017-06-1¢

00T PADILLO, TRINIE MAE VIZCO SHONMS 1 400,00 40000 a2z M017-06-00 0 0 2017-06-0!

190029 PADILLO, TRINDE MAE VIZCO SHONS: ¢ Lono0 ¢0000 022 017T-0¢0f © 0 201T7-0¢-0!

4 13002 PADILLO, TRINIE MAL VIZCO SHOME: T ;7 <Q0q0 canld 0170601 O 1 2017-0¢-0}
< >
| ~4ain
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-You may also enter information on the transaction list,to make the list shorter and more
specific, whether its Emp. no., Name, Store, Installment, Deduction Amt., Total, Amt.,
Transaction no., Transaction Date, Is posted, Is Cancelled, and when was the transaction
was created.

Tramsaction List
B N * " " Deduction Totad Transactio Trans le Is
o, = it Amount Amount ’ Date Poste Coance rested on

150025 PADILLO, TRIXKIE MAE VIZCO SHOW 3 13233 200,00 73323 2017- 0O 0 2017-06-18%

13002 DILLO, TRIKIE MAE VIZICO THOM 1 40000 4C0.00 a2 201r 0 o 2017-0¢-09

135002% PADILLO, TRIKIE MAE VIZCO *HOWM ¢ 10000 €¢00.00 3022 2017 0 o 2017-0¢-0%
4 130025 PADILLO, TRIXNIE MAE VIZCO SHOW 7 5.7 €00.00 Tegtild 2017- 0 5 2017-04-08
Tramsaction List

B, Dudu hon Totsl Transactio Tramsactio Is Is  Created

rame Stove  Installooen
No. Amaount Amount . Date Poe Can on
1
1950029 PADILLO, TRIXIE MAE VIZC SOME 1 10000 400,00 3 2037-06-0¢% 0 A 2017-08-0"

-If you pressed through the results on the Details list box, As long as the "Is Posted", and
"Is Cancelled" is set to "0",The Two buttons will be activated. The buttons are; Cancel
Transaction, and Edit Transaction.

Date From ooy

Date To [e Sruiinghd oy @rm e 1'@

Tramsaction List

e 2 , Duducton Toted Transecbo Franss [ Is Creet

o Nawe ¥ instalivner Asvwsant Arvvoant * Date  Posted Cancelle  on
L A5002% PADILLO, TRIXIE MAE VIZCO SHOWR: . 13923 §00.00 223232 W0 o 0 2047

P

3 12002% PADILLO, TRIXKIE MAE VIZCO SHOWR: 1 400.00 400.20 122 20170 Q o 01T
130025 PADILLO, TRIKIE MAE VIZICO SHOWR: 14 100,00 €00.00 w022 0170 o o 01T
4 190025 PADILLO, TREXIE MAE VIZCO SHOWR: ' L) | 600/ ALEA P 01-0 0 1 2017

-If any of the "Is Posted" or "Is Cancelled" is set to "1" to any transaction, The the two
buttons; Cancel Transaction and Edit Transaction will be Deactivated.

Date From ooy

Date To 080T Wew < >

Transaction List
g, ~ 5 Po— Deduction Totsd Transactio Transs s 1 54 Crwat
o Amout  Amount . Date Posted Cancelle on

1 150025 PADILLO, TRIXIE MAE VI12¢ 4 15533 20000 233252 2017-0 0 0 2037~

2 17002% PADILLO, TRINIE NAL V' 1 400.00 40000 322 20170 o 0 2017

19002% PADILLO, TRINIE MAL VIZCO SHOMWRY < 100.00 <0020 3022 20170 > 0 2017
¢ 150025 PADILLO, TRIAIE MAS VIZCEO SHOWR: 3 8570 0040  weti3d 2037-0 O 1 3017-
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-To cancel a Transaction, find the transaction you want to cancel, click it, and press
Cancel Transaction Button.

Date From Hovem?

Date To 05020007 View Tt Transaction

Transaction List
Emp. ~ o Deduc tion Totad Transactie Traneactio Is Is Created
No. o Sore. Trmteliman ot - Aot . Date  Pos Can on
] 15002% PADILLS, TRIXIS MAE VIZCO SHOWR - 13233 0000 333233 2037-06-15 0 0 2017-086-8"
I 3%002% 'ANL.LQ TRIKIE MAE VIZCO SHOMD 1 400.00 40000 322 2017-0¢-0° 0 O 2017060
51190028 PADILLG, TRIKLE MAE VIZCO SHOW: & 10000 0020 J022 2017-06-0% 0 | O 2017060
4 1T002% PADILLD, TRINIE MAE VIZCO SMOWE: T as.7L £00.0 tectl22 2017-06.0¢ 0 1 20170600

-A Message Box will appear containing confirmation, to ensure you that you are
cancelling the right Transaction press "Yes" to continue the cancellation of the
Transaction, and press "No" to Stop the cancellation of the transaction, it also displays the
Employee No. of the Transactor.

2017 | Confirm Cancellation of Order

ROI7|  are you sure you want to cancel transaction: 150025352

-To Edit a Transaction, find the transaction you want to Edit, click it, and press Edit

Transaction Button.

Date From mosem?

Date To 080G 7 View Cancel Traneszson

Transaction List
Emp. * - Deduction Totad Transactic Tranesctic Is Is  Created
ho, o » o Arnoust Armoust . Cate Pos Lan on

1 15002% PADILLS, TRIXIS MAE VIZCO SHOWR 3 13233 $00.00 J3323% 20:17-06-15 0 D 2017-06-8"

13002% PADILLSG, TRIXIE MAE VIZCO SHOME: < 10000 €009 Joz2 2017-08-0% 0 0 2017060

4 (1T002% PADILLD, TRIXNIE MAE VIZCO SMOWRY T st €002 tectl22 2017-06-0f O 1 2017060t
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-After Pressing Edit Transaction Button, An "Update Transaction Form" will appear, Now
you can edit the Store, Transaction Date and No., Deduction Code, Total SD Amount, and
Installment regarding that Transaction.

Update Transaction
Store: SHOWROOM v
Order By:

Transaction 060092017
Date:

Iransaction 3022
No.:

Batuction PHARMACLA N DOK v
Code:

Total SD 60000
I Amount:

Installment: 6 v
Payroll

" Deduction 2
Amount:

# Credit Limit: £

Available
Balance:

Save (
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