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Upon opening the program, A Login Form will prompt where the user 

can enter their username and password. Click the [Login] button or 

simply press [Enter].  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When the user has successfully logged in, the Main Form will show. This is where the user can navigate 

the functions of the system. 

  

LOGIN FORM 

MAIN FORM 

COMMON FORMS 
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1. Check if MERCURY Offtake data is already uploaded for the month of OPR you are posting. This is 

where the system gets the data used for the computation of MERCURY Sharing. 

 

2. Check for MERCURY CM data. This data is coming from the MERCURY CM Report generated by 

CAMO that is uploaded to the system. If you don’t have the data uploaded yet, kindly refer to the 

following instructions below. 

 

UPLOADING MERCURY CM 
 

a. From the Main Form, select Mercury CM. A new form will pop-up. This is where the user 

selects the Region, Month and Year of the file that will be uploaded. 
 

b. Once the Region, Month and Year has been selected, press the button saying [Browse File 

and Upload]. This will open a dialog box where the user will select the MERCURY CM 

Report file that will be uploaded to the system. 

  

BEFORE POSTING 

CHECK AND UPDATE DATA SOURCES 



 

OPR POSTING USER GUIDE.DOCX 3 

 

OPR POSTING USER GUIDE 

 

 

 

UPLOADING MERCURY CM (continuation…) 
 

c. After selecting the report file, press [Open]. The system will now begin uploading the CM 

data inside the file.  The system will prompt a message once the process is done. 

 

REMINDERS 

 The system cannot identify the Region, Month and Year of the report that the users 

are uploading. The users are advised to be cautious on selecting the report. 

 The system always check the Product Codes in the 5th row of the worksheet and the 

Branch Codes in Column B. 

 Make sure that the Product Codes in the files are valid. 

 

 

 

 

1. From the Main Form, select Posting. A new form will pop-up. This is where the user will select 

what Type of report to post, the Month and Year of the report and which Columns to post. 

  

CHECK AND UPDATE DATA SOURCES 

POSTING 

OPR 104-B UNIT SALES 
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Per column posting is only available for OPR 104-B since this process takes more time compared to 

OPR 103-B. The system will only compute for the checked columns. The list also includes Posted by 

and Post Date. These are the logs where the user can see the last user who posted for that column 

along with the date when it is posted. These logs are based on the month and year selected. 

2. After selecting UNIT SALES (OPR 104-B) from the dropdown selection, Month, Year and Columns, 

press [Browse File and Post]. This will prompt a dialog box where the user will select the Excel 

template in which the system will post for the records it computed. Once the template was 

selected, press [Open]. The system will now start to compute and post. 

 

 

 

 

 

 

 

 

3. The system provides a form located in the lower-right of the users screen which includes details 

regarding the process. A message prompt will show regarding the result of the process. 

  

OPR 104-B UNIT SALES 
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1. From the same form where the user posted for OPR 104-B, the user needs to select PESO SALES 

AND COLLECTION (OPR 103-B) from the dropdown selection and the Month and Year for the 

report.  

2. Once the Region, Month and Year has been selected, press the button saying [Browse File and 

Post]. This will prompt a dialog box where the user will select the Excel template in which the 

system will post for the records it computed. Once the template was selected, press [Open]. The 

system will now start to compute and post. 

 

 

 

 

 

 

  

OPR 103-B PESO SALES AND COLLECTION 
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If the system has found unposted records in the process, it will prompt a message and a log (automatically 

saved in the Desktop) including the details of the records. The logs contain details regarding the records 

that are not posted. It includes the Report worksheet (Sales or Collection), Region, Column, Quantity / 

Amount, Rep. Code, MG Code and the Details that can help the user determine the problem. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

OUTPUT 

UNPOSTED LOGS 
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The program also provides the records of the regions Visayas and Mindanao. It contains the shares that 

the system has computed based on the percentage distribution to its Market Groups. It contain details 

regarding the Market Group, Wholesalers, Product Name and Product Code (OPR 104-B) and Quantity 

/ Amount of the records. 

 

 

REMINDERS 

 DO NOT OPEN THE EXCEL TEMPLATE OR ANY OTHER EXCEL FILES while it is used for posting by 

the system. This can cancel out the process. 

 Make sure that the month and year you are posting and the month and year of the template 

matches. 

 If there are some necessary changes in the templates like changing column names, kindly inform 

the system administrators so that the proper adjustments can be performed.  

VISMIN LOGS 


