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1 Introduction 

1.1 Project Overview 

The Ministry of Finance and Economic Development (MFED) of the Government of Kiribati (GoK) has 

contracted FreeBalance to implement Integrated Financial Management Information System (IFMIS), 

in its endeavour to reform Public Financial Management (PFM) for creating greater fiscal transparency 

and improved accounting/financial reporting. 

 

Integrated Financial Management Information System (IFMIS) is based on FreeBalance Accountability 

Suite Government Resource Planning (GRP) platform that is a Commercial Off-the-Shelf (COTS) 

application, designed and configured to meet the business process requirements. 

 

1.2 Document Purpose 

The purpose of this document is to list down the processes of Line Ministries and the National 

Economic Planning Office (NEPO) of the Ministry of Finance and Economic Development (MFED) of the 

Government of Kiribati in relation to all of budget processes.  

1.3 Intended Audience and Reading Suggestions 

This report is intended for consumption by government officials, subject matter experts, business 

analysts and any other interested parties from the Line Ministries, NEPO, and the Treasury with the 

appropriate clearance from Ministry of Finance and Economic Development (MFED) and the IFMIS 

Project Management Office (IFMIS PMO).  

 

1.4 Terms and Abbreviation 

Acronyms Description 

BP Budget Plan 

BPS Budget Plan Scenario 

BV Budget Version 

CoA Chart of Account 

CB Coding Block 

DFAW Development Fund Accounting Warrant 

DFW Development Fund Warrant 

DW Department Warrant 

IFMIS Integrated Financial Management Information System 

LM Line Ministry 

MFED Ministry of Finance and Economic Development 
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SAM Security Access Matrix 

SRO Senior Responsible Officer 

WSVV Warrants, Supplements, & Virements Voucher 

 

 

2 List of Budget Processes 

2.1 Budget Processes 

The budget processes as listed below includes all processes from the start of the budget planning 

year to the approval of the budget. This also includes management of the budget during the entire 

year. The list of processes for the Budget includes the following. 

I. Recurrent Budget Processes 

• Review of Revenue Collection 

• Preparation of reports for Past Years Actuals by Treasury 

• Start of Fiscal Strategy planning and preparation of Budget Ceiling 

• Start of Line Ministry budget submissions and analysis of Line Ministry budget estimates 

• Assessment of Budget Estimates by the Budget Committee 

• Budget review and approval in the Cabinet and application of changes of the budget 

estimates 

• Deliberation and approval of the budget in the Parliament 

• Issuance of General Warrant and Accounting Warrant 

• Line Ministries are informed of the availability of the Accounting Warrant 

II. Development Budget Planning Process 

• Donors provides budget estimates. 

• Consolidate budget estimates received into budget master sheet. 

• The Development Coordination Committee (DCC) will review the submitted project 

proposals and recommend them to Cabinet. 

• Cabinet paper is prepared, and this is submitted to the Cabinet for endorsement to the 

Parliament. 

III. Warrant Processes 

• Line Ministry submits requests to NEPO. 

• Review Warrants requested by Line Ministries and issue a Warrant and NEPO Director 

approves warrant. 

• MFED SRO approves the warrant and HVP/HM of MFED approves the warrant. 

• Warrant is reviewed and approved by the Cabinet and Warrants are sent to the Treasury for 

approval. 

• Line Ministries are informed of the issuance of the Warrant requested. 

IV. Other Budget related processes 



 

 

FreeBalance Confidential 

8 

• Completion of Projects 

• Process DCC Approved Projects 

• Acquittal of Projects 

2.2 Users Account 

Please read this before you start working in IFMIS. 

 

Users will access the Integrated Financial Management Information System (IFMIS) through the 

following link from their browser (Edge, IE, Chrome, Fire Fox, Safari): 

https://apac.freebalance.com/Kiribati/faces/login.xhtml 

 

The Username and the Password shall be provided to each of the users.  

Logging in for the first time: 

 

In the above screen enter your login id as provided to you and for the first time enter password as 

123465 and click the Login Button or Press Enter. 

Upon login, the change password is displayed. Enter a new password, re-enter it to confirm, and 

click the button on the top left corner as shown in the screen below:  

 

https://apac.freebalance.com/Kiribati/faces/login.xhtml
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DO NOT SHARE YOUR PASSWORD WITH ANYONE. 

The landing page is now available for the users.  

 

On the left side of the IFMIS screen, users will see a set of buttons called the sidebar. This is from 

where you will navigate IFMIS. 
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•  Menu: When clicked, it will display all screen access 

allowed to the User 

•  Favorites: When clicked, it will display all favorite 

Menus as updated by each user.  

•  Search: When clicked, it will display the search field 

where User can type the screen they are looking for. The 

navigation path will be displayed based on the typed screen 

name. 

•  Information: When clicked, it will display the Internal 

Message, Log in session details of the User and the Dashboard. 

•  Fullscreen: When clicked, it will make the IFMIS screen 

into full screen. To go back, click the escape key. 

•  History: When clicked, it will display the list of screens 

last navigated and opened by the User 

•  Reports: When clicked, it will download the last report 

generated by the User. 

When the (i) Information button is clicked, the right side of the 

screen is displayed with the following screens. 

 

• Internal Messages: When the box for the internal messages is clicked, the list of notifications 

for the user is displayed. The Notifications include both the workflow messages pending for 

approval and the status of the reports generated. When the message is opened, a link is 

provided with the transaction number to drill down the details. 

• Dashboard:When the box is clicked, this will display the dashboard with the transaction type 

(PR, PO, PV, etc.) pending review or approval for the User. 

• Session Details: Displays the user ID and the login session details of the User. 

• Logout: Button to logout from IFMIS 

• System Details: Displays the details of the software version of the IFMIS 

 

2.3 List Processes mapped to IFMIS. 

The list of processes done by all Ministries is listed below. 

Processes IFMIS Processes User Roles 
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1. Recurrent Budget Processes 

1. Review of Revenue Collection Generation of Budget Reports NEPO and 

Treasury 

2. Preparation of reports for Past 

Years Actuals by Treasury 

Generation of General Ledger Reports NEPO and 

Treasury 

3. Start of Fiscal Strategy planning Prepare and enter Budget Calendar NEPO 

Activate Budget Calendar Activity NEPO 

Prepare Budget Planning support 

entities 

NEPO 

4. Preparation of Budget Ceiling Prepare Budget Ceiling NEPO 

Approve Budget Ceiling NEPO 

5. Start of Line Ministry budget 

submissions 

Prepare Budget Version 1 – Line 

Ministry Submission,  

NEPO 

Prepare Budget Plan – Line Ministry 

Submission and Revenue Estimates 

Budget Plan 

NEPO 

Enter Budget estimates in Budget Plan Line Ministries 

Submit supporting documents for 

Budget Estimates submitted 

Line Ministries 

6. Analysis of Line Ministry budget 

estimates 

Close the Budget Plan 1 – Line Ministry 

Submission 

NEPO 

Freeze the Budget Version 1 – Line 

Ministry Submission 

NEPO 

Copy the Version 1 to Budget Version 2 

– Budget 

NEPO 

7. Assessment of Budget Estimates 

by the Budget Committee 

Update the Budget Line changes from 

the Budget Committee 

NEPO 

8. Budget review and approval in 

the Cabinet 

Update the Budget Line changes from 

the Cabinet 

NEPO 

9. Application of changes of the 

budget estimates 

Update the Budget Line changes NEPO 

10. Deliberation and approval of the 

budget in the Parliament 

Close the Budget Plan 2 NEPO 

Approve the Budget Version NEPO 

Preparation of the Budget Book NEPO 

Printing of the Budget Book NEPO 
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11. Issuance of General Warrant and 

Statutory Warrant 

Send Budget Version to Execution NEPO 

12. Issuance of Accounting Warrant 

and Statutory Accounting 

Warrant 

Review the Warrant, Supplement & 

Virement Voucher posted from Budget 

Planning and Issue the Accounting 

Warrant 

Treasury 

13. Line Ministries are informed of 

the availability of the Accounting 

Warrant 

Inform the Line Ministries of the 

availability of the accounting warrant via 

the Internal Message 

Treasury 

2. Development Budget Planning Process 

1. Donors provides budget 

estimates 

Prepare Budget Planning support 

entities 

NEPO 

2. Consolidate budget estimates 

received into budget master 

sheet 

Prepare Budget Version for 

Development Budget 

NEPO 

Prepare Budget Plan for Development 

Budget 

 

Update the Budget Lines   

3. The Development Coordination 

Committee (DCC) will review 

the submitted project 

proposals and recommend 

them to Cabinet 

Analyse and review the Budget Lines NEPO 

Register New Projects using the Project 

Pipeline 

NEPO 

4. Cabinet paper is prepared, and 

this is submitted to the Cabinet 

for endorsement to the 

Parliament. 

Update Budget Lines based on changes 

made in the Cabinet and the Parliament 

NEPO 

Close the Budget Plan  NEPO 

Approve the Budget Version NEPO 

Send to Execution NEPO 

Post the Development Budget Estimates NEPO 

III.   Warrant Processes 

1. Line Ministry submits requests 

to NEPO. The warrant processes 

shall include the following. 

1. Development Fund 

Warrant 

2. Development Fund 

Transfers 

3. Supersede Warrants 

Prepare Development Budget Warrant 

WSVV  

LM 

Review Warrants Per Sector 

assigned 

Economist 
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4. Development Fund 

Warrant - Additional and 

New Project Funds 

5. Virement Warrant 

2. Review Warrants requested by 

Line Ministries and issue a 

Warrant. 

Issue Development Fund Warrant (This 

is only application for warrant 1,3,4, and 

6) 

NEPO 

3. NEPO Director approves 

warrant. 

Approve Warrant NEPO 

4. MFED SRO approves the 

warrant. 

Approve by MFED SRO MFED SROs 

5. HVP/HM of MFED approves the 

warrant. 

Approve by MFED Minister MFED Minister 

6. Warrant is reviewed and 

approved by the Cabinet. 

NA NA 

7. Warrants are sent to the 

Treasury for approval. 

Issue Development Fund Accounting 

Warrant 

Project Section 

Approve Development Fund Accounting 

Warrant 

Treasury ACG 

8. Line Ministries are informed of 

the issuance of the Warrant 

requested. 

NA NA 

IV.   Other Budget Transactions 

1. Special Fund Warrant Prepare WSVV NEPO 

2. Contingency Warrant Prepare WSVV NEPO 

3. Supplementary Warrant Budget Version, Budget Plan, Budget 

Lines and WSVV 

NEPO 

4. Line Ministry Request for New 

Project Funds 

Prepare Development Budget Warrant 

WSVV  

LM 

Review Warrants and Issue 

Development Fund Warrant 

NEPO 

Enroll New Project and/or Fund Codes NEPO 

Approve enrolled new CoA Codes Treasury 

Approve Warrant NEPO 

Approve by MFED SRO and the HVP MFED SROs 

and Minister 
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Issue Development Fund Accounting 

Warrant and Approve by Treasury 

Project Section 

and Treasury 

ACG 

 

2.4 Understanding the IFMIS Chart of Account 

The CoA is a single coding framework used for classifying, recording, and reporting financial 

information and transactions, in a systematic and consistent way. More importantly, the organized 

coding of all financial transactions is reflected in the accounting data that is recorded, and 

presented, in the General Ledger of the Treasury. The Chart of Account is also used a basis for the 

classification of the Chart of Account Group. 

The Chart of Account composed of Segments and Concepts. The Segments are the combination of 

Coding Blocks selected by the users during their data entry. The Concepts are the level of the Codes 

in the coding blocks that are used in the CoA Groups. 

# Segment Concepts Description 

Segment 1 Organization • Head 

• Subhead 

Hierarchical 

relationships of Division 

to its Ministry 

Segment 2 Fund • Fund Type 

• Funding Source 

• Funding Agency 

Hierarchical 

relationships of Donors 

to its type, either 

Development, 

Recurrent or others. 

Segment 3 Project • Type 

• Project 

All GoK Project list. 

Segment 4 Location • Region  

• Location 

Composed of the 

regions and the villages 

of Kiribati 

Segment 5 Economic Classification • GFS Level 1 

• GFS Level 2 

• GFS Level 3 

• GFS Level 4 

• NAC 

The Natural Account 

Code (NAC) of the 

Government of Kiribati 

rolled up to the 

Government Financial 

Classification levels. 

Segment 6 COFOG • COFOG1 

• COFOG 

This is adopted for the 

classifications of the 

expenses of the GoK.  
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In relation to the Budget Planning, Budget Management and Administration and Budget Execution, 

following are the groups used. 

➢ Ceiling – Budget Ceiling is prepared by NEPO to put the amount restrictions of the Line 

Ministries budget estimates. During the entry of budget ceiling data, users select the 

Segments.  

Organisation (Head)/Fund (Fund Type)/Economic Classification (GFSL2) 

01/1/21, where codes are. 

01 => Ministry Code 

  1 => Fund Type (1 – Conso. Fund, 2, Statutory, 3, Development….) 

21 => GFS Level 2 (21-Compensation of employees, 22-Use of goods and services, etc..) 

 

 

➢ Budget Entry – This is the group that is used in the preparation of Budget Estimates. All 

Budget Entry rolls up to the Budget Ceiling prepared. The amounts that can be entered by 

the Line Ministries shall be.  

Organization (Sub Head)/ Fund (Fund Agency)/Project/Location (Region)/Economic Class (NAC) 

1701/3101/21046/5/221111, where codes are. 

  1701 => Division of a Ministry 

  3101 => Funding Agency (Donor) 

      21046 => Project Code 

        5 => Region 
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    221111 => NAC 

Appropriation – This is the group for the level of Warrant. The Budget Entry CoA Group is 

there processed and sent to execution. A Budget Control is posted once the Accounting 

Warrant is Issued. The Coding block is the same as with the Budget Entry Organization (Sub 

Head)/ Fund (Fund Agency)/Project/Location (Region)/Economic Class (NAC) 

Allotment – This is the group used for the level of Accounting Warrant. All transactions 

relating to Budget Management and Administration is in this level. This is also suning the 

same Coding Block like the Budget Entry Organization (Sub Head)/ Fund (Fund 

Agency)/Project/Location (Region)/Economic Class (NAC). All transactions with the Transfers, 

Warrants and Virements shall be made in this level. 

 

The Chart of Account use in IFMIS is explained in the CoA Note sheet and the Chart of Account file 

found in mfed.gov.ki.   

https://www.mfed.gov.ki/sites/default/files/COA%20notesheet.pdf
https://www.mfed.gov.ki/sites/default/files/Chart%20of%20Account%2031%20Aug%202023%20ver10.xlsx
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3 Recurrent Budget Processes 
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3.1 Prepare Budget Calendar of activities. 

The preparation of calendar of activities are initiated by NEPO as early as May of the Current year. 

This schedule is listing all budget activities necessary for the budget estimates. This covers the 

budget activities from the setting up of the revenue as basis of budget ceiling, to the parliament 

approval of the budget. The calendar is entered into IFMIS and can be activated to its date ranges. 

All users in IFMIS that is included in the mailing list shall receive the notification reminding them of 

the budget activities. To set up the budget calendar, follow these steps below. 

3.1.1 How to set up Budget Calendar Type 

Step 1. Navigate the Menu > Admin > Common Entities > Calendar > Calendar Type. 

 

Step 2. The Calendar Type is displayed by default at Search Mode. Click on the New button to create 

a new Calendar Type.  

 

Step 3. Enter the Name and Description. 
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Step 4. To add the specific group of recipients to notify for the activities in this Calendar Type, click 

on the Lookup button under the Functional Class Tab. 

 

Step 5. The functional class screen in search mode is displayed. 

c  
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Step 6. Click on the Find button to display the list of all Functional Classes (FC). Click to select one 

from the list. Or check the FCs to add and then click on the Return button. 

 

Step 7. The selected FCs are displayed as entry under the Functional Class Tab 
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Step 8. Click the Save button. 
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Step 9. Repeat the process for the Calendar type for Development Budget Book. 

 

3.1.2 How to set up Calendar Activity 

Calendar Activity are the activities covering all tasks for the activities. These includes tasks of NEPO 

with Treasury as well as tasks with the Line Ministries. 

To prepare the budget calendar activities, follow these steps. 

Step 1. Navigate the Menu > Admin > Common Entities> Calendar >Calendar Activity. The Calendar 

Activity is displayed by default at Search Mode. 
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Step 2. Click on the New button to create a new Calendar Activity.  

 

Step 3. Provide the following mandatory (*) details. Calendar Type and Calendar Year: Select the 

applicable values from the dropdown list. 

 

Step 4. Enter the Budget Activity Code, the start and end date of the activity and the Name and 

Description 
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Step 5. Click on the New button under the tab Calendar Activity Message to add an item. 
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Step 6. Enter the details of the Calendar Activity Message 

• Days before and after Activity Start: Enter the number of days applicable. 

• Days before and after Activity Ends: Enter the number of days applicable. 

• Allow Sending Emails: Check to enable. 

• Message Subject: Enter the subject message of the email that will be received by the users 

• Message Additional Info: Enter the additional information as body of the email that will be 

received by the Users. 
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Step 7. To select the recipient of the Calendar Activity, go to the Functional Class tab. 
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Step 8. Click on the Lookup button.  

 

Step 9. Click the Find button  
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Step 10. Select the appropriate Functional Class and click the Return button. 

 

Step 10. Click the Save and Return button. The list of Users under the Stakeholder tab is also 

updated to the users having the Functional Class selected. 
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Step 11. Click the Save button on the Calendar Activity screen. 

 

Step 12. Click Ok on the message displayed with the Number of the saved Calendar Activity. 
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3.1.3 How to activate the notification of calendar activities to the recipients. 

Activating the Calendar Activity means that the activities will be sent out to the recipient of the 

message. This will inform the Line Ministry users that they can start their activities based on the 

message and calendar activity scheduled. To do this, follow these steps. 

Step 1. Once saved, the Number is saved, and the status is updated to Created.  

 

Step 2. Go to the Transition button and select the “Active” from the list. 

 

Step 3. Click the transition button. 



 

 

FreeBalance Confidential 

31 

 

Step 4. Enter the Step note and click the Finish button. 

 

Step 5. The workflow is executed. The email message will be sent to the recipients during the date 

ranges as saved in the Calendar Activities. 
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3.1.4 How to generate Calendar Activity Report 

The Calendar Activities can also be generated in a form of Report. To do this, follow the steps below. 

Step 1. Navigate the Menu > Admin > Common Entities> Calendar >Reports. 

 

Step 2. Provide the filters as follows. 

• Fiscal Year: Select the Year from the dropdown. 

• Calendar Type: Select the applicable from the list. 

 

Step 3. Click the applicable report format from the buttons. 

 

Step 4. Click Ok on the displayed notification message. 
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Step 5. Click the (i) and click the Internal Messages. 

 

Step 6. The notifications are displayed. Click the linked ID of the generated report 

 

Step 7. Click the link of the file to download. 
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Step 8. The report is downloaded.  
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3.2 Review of Revenue Collection 

The process of review of revenue data are the following. 

1. The Line Ministries prepares their Revenue data. 

2. This data is prepared by the Head of the Line Ministries and is submitted to NEPO.  

3. The General Ledger data is also provided by Treasury to NEPO. 

4. The output of the review of the revenue is used as an input in the preparation of budget 

ceiling for the budget year.  

5. To start the review of the collections from the prior year, users that has access to the 

Revenue and Budget reports can generate the reports listed below. 

 

3.2.1 How to generate report. 

Reports can be generated to monitor transactions. All reports can be generated by the selected 

format and based on the filter provided. To generate reports, follow these steps.  

Step 1. Navigate the report by following the path provided in the next Sections. 

Step 2. Provide the filters as describe in the next sections. 

Step 3. Once all filters are provided, click on the file format to generate the report by clicking the 

buttons as applicable below. 

 

Step 4. Click Ok on the message displayed. 

 

Step 5. Click on the (i) and click on the Internal Messages. 
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Step 6. Click the linked ID of the Notification for the report. 

 

Step 7. Scroll down to the bottom of the page and click the file link to download the file.  

 

 

3.2.2 Budget Variance Summary Report 

Budget Variance report provides the details on the of the Revenue Targets versus the Actuals for the 

current period and the cumulative amount for the year.  

To generate the report, follow these steps. 

Step 1. Navigate the Menu > Budgeting and Appropriations > Reports >Budget Variance Summary 

Report 

Step 2. Provide the filters based on need as described below. Note that only the fields with (*) are 

mandatory. If the other filters are not necessary, leave it blank. 
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• Currency: Defaulted to the Local Currency AUD 

• Fiscal Year: Defaulted to the Current Year. If it is not applicable, select the other year from 

the dropdown. 

• Fiscal Period: Defaulted to Current Month. Remove the month selected if not necessary. 

• Budget Control Type: Select Allotment from the list. This is to select the Revenue Estimates 

available at transaction level. 

• Comment: Enter the comments or additional information that will be printed in the 

generated report 

• Hierarchy Rollups COA Elements: This is displayed when the Budget Control Type is 

selected.  

• Coding Block Filter Type: Select the Hierarchical Coding Block Elements from the list. 

o Segment/Concept 1st Level: Economic Classification and GFSL1, then enter 1 for 

Revenue in the Field from Element Filter and To Element Filter to display only the 

Revenue data in the report. 

o Segment/Concept 2nd Level: Organization and Head, this is to display the Revenue 

Targets by Ministry and the actuals. This is then compared in percentage variance. 

 

Step 3. Generate the report in the file format selected by clicking the button above the filter screen. 
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The following can be used to review the Revenue Collection 

1. Current Budget is the result of the Revenue Initial targets as part of the Budget Book 

preparation after the adjustments and assessments are made.  

2. Actual are GL transactions posted against the Revenue Accounts. All Revenue Accounts 

posted in the GL will hit the Budget Control against the Revenue Targets 

3. Variance Amount and Percentage in Negative means that the Target amounts was not met, 

while Positive amounts are revenue collected over and above the targets.  

4. Current Period is the current month, while Year To date is the accumulated amounts from 

January of the current year to the current month. 

 

3.3 Preparation of reports for Past Years Actuals 

The preparation of past year actuals is the result of preparation of the Annual Accounts. The data 

prepared for this is used as an input to the preparation of the Budget Books for the planning year. 

For purposes of preparation of the past year actuals, the years and terms used are the following in 

reference to year 2023, the current year as of this year when this document is finalized. 

➢ Previous Year: The year prior to the current year which is 2022. 

➢ Current Year: The current year, 2023 

➢ Budget Execution Year: The current year, 2023 

➢ Budget Year: Year following the current year, 2024. 

➢ Forecast Years: Forecast Years are the 3 years from the Budget Planning year, which are 

2025, 2026, and 2027. 

The process for the finalization of the Annual Accounts is the following. 

1. Reports from the previous year are generated. This report shall include the complete 

records for the full year January to December. 

2. The transaction actuals are used as an input in the preparation of the budget book for the 

planning year.  
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3. The actual for the current includes transaction amounts real time up to the month when the 

report is generated. 

3.2.1 Annual Account Report Statement of Financial Performance (Consolidated Fund) 

This report generates the two-year comparative Income Statement of the IFMIS. To generate the 

report, follow these steps. 

Step 1. Navigate the Menu > General Ledger > Reports > IFMIS Annual Accounts Reports > Schedule 

XIV 

 

Step 2. Provide the filter for the year. 

 

Step 3. Select the xlsx from the options to generate the report in excel file. 
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Step 4. Click the generate report button. 

 

Step 5. Click Ok on the pop-up message. 
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Step 6. Go to the Internal Message and select the report generated.  

 

 

3.2.2 Budget Control Summary Report 

This report can generate the details of the actuals for the year. It generates the real time data. 

To get the past year actuals, select the prior year from the dropdown list in the Fiscal Year. 

Step 1. Navigate Menu > Budgeting and Appropriations > Reports > Budget Control Summary Report 
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Step 2. To generate available Allocations for specific department, sorted per Funding Source, Project, 

Location and National Economic Code, use the following report filter criteria: 

➢ Fiscal Year: Budget Year (Currently, 2023) 

➢ Budget Control Type: Allotment   

 

Step 3. From the Hierarchical Rollups COA Elements section, click the Dropdown from the Coding 

Block Filter Type field and select Hierarchical Coding Block Elements. Set all applicable 

segments as indicated below 
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Step 4. Generate the report according to your preferred report format, by clicking on any format 

button as shown below. It may be PDF, Excel or Word. In this example, we will generate the Excel 

format. 

 

Step 5. Once the report is ready, a notification will be sent to the internal message, Click the (i) 

button to display the Internal Messages. 

 

Step 6. Click the number of notifications in the Internal message to open the notifications. Then click 

the link ID to open the details. 
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Step 7. Scroll down to the bottom on the screen for the details and click the link to the file to 

download the report. 

 

Step 8. Open the downloaded report. The report will show the following information where  

• YTD Actual are amounts posted in the General Ledger and 

• Outstanding Commitment/Obligation are amounts posted from Commitment, Purchase 

Requisitions and purchase Orders.  

• The sum of the 2 columns will be the actual amount spent during the year which can be used 

to prepare the past years actuals.  
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3.3 Start of Fiscal Strategy planning.  

The start of the Fiscal Year Strategy Planning will also be the start of setting up of the support 

entities needed in IFMIS to start the planning processes.  

Following are the support entities that needs to be prepared. 

• Budget Planning Scenario: A Budget Planning Scenario can be used for Budget Planning 

and for forecasting purposes. A Budget Planning Scenario contains information about the 

Budget Planning Scenario Fiscal Year, which can be used for scenario forecasting and 

manual data entry in the Budget Planning Process.  This entity also contains a Budget 

Planning Scenario CoA Group that will establish different levels to enter and manage Budget 

Plans. 

• Budget Plan Type: A Budget Plan Type allows users to classify or group Budget Plans for 

data entry, searching, and reporting purposes. Examples of Budget Plan Types can be 

Revenues, Expenditures, Capital, etc. This function works as a catalogue, which can be 

applicable to many scenarios and Budget Versions. 

• Budget Plan Structures: A Budget Plan Structure allows the scenario administrators to 

define the hierarchical structure of a Budget Plan. Each scenario can only have one Budget 

Plan structure. The information described here will be referenced from the Budget Plan, 

which contains a group of Budget lines, including its responsible user, status, deadline, and 

more. 

3.3.1 Budget Planning Scenario 

This set up is to be done every year for both the Development Budget and the Recurrent Budget.  

Step 1. Navigate the Menu > Budget Planning >Support Entities > Budget Plan > Budget Plan 

Structures. 
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Step 2. Click the New button. 

 

Step 3.  Select the NEW Chart of Account from the list. 

 

Step 4. Enter the User ID of the Admin for the Scenario.  

 

Step 5. Enter the details for the name and description. The rounding value is at 0, the actual amount 

is to be used in the Budget Planning. 
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Step 6. Click the New button under the tab Budget Planning Scenario Fiscal Year. 

 

Step 7. Select the planning year from the dropdown then check the Apply for Budget Planning. 

 

Step 8. Click the Save and Return button once done.  
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Step 9. The Fiscal Year added is saved. Repeat the process to add the 3 forecast years. 

 

Step 10. Click on the New button under the Budget Planning Scenario COA Group.  

 

Step 11. Add the BUDGET ENTRY from the dropdown list in the COA Group 



 

 

FreeBalance Confidential 

49 

 

Step 12. Check the Is Display Ceiling Amount in Validation Message then click the Save and Return 

button. 

 

Step 13. Repeat the process for the Ceiling and add the BUDGET ENRTY for the field Lower-Level 

COA Group. This step is ONLY applicable for Recurrent Budget that will use the Budget Ceiling. A 

new Budget Planning Scenario will be created without this step. Only the budget entry is to be 

added. 
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Step 14. Once done, click on the Save button on the Budget Planning Scenario screen. 

 

3.3.2 Budget Plan Type 

The set up of Budget Plan type is only done one time. Budget Plan Types is created for these.   

• Recurrent Budget Expenditures 

• Development Budget Expenditures 

• Recurrent Revenue Estimates 
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Step 1. Navigate the Menu > Budget Planning >Support Entities > Budget Plan >  

 

Step 2. Click the New button.  

 

Step 3. Select BUDGET ENTRY from the list in Budget Planning Scenario COA Group 

 

Step 4. Click the Add Definition button. 

 

Step 5. Select the applicable definition. 

• For Recurrent Budget 

o Sub Head – All 

o Fund Agency – In range from 1101 to 2101 

o Project – Equal to 00000 
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o Location – All 

o NAC – for Revenue will starts with 1 and for expenditure is starts with 2 

• For Development Budget  

o Sub Head – All 

o Fund Agency – Starts with 3 

o Project – All 

o Location – All 

o NAC – for Revenue will starts with 1 and for expenditure is starts with 2 

 

Step 6. Click the Add definition button to create the coding block combination 

 

Step 7. Enter the name and description. 
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Step 7. Once done, click on the Save button. 

 

3.3.3 Budget Plan Structures 

To prepare the Budget Plan Structures, follow these steps. 

Step 1. Navigate the Menu > Budget Planning > Support Entities > Budget Plan 

 

Step 2. Click the New button 
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Step 3. Click the Look up button on the Budget Planning Scenario 

 

Step 4. Click the Find button.  

 

Step 5. Click to select from the list. 
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Step 6. Enter the code 1704 for the NEPO Division Code and select the “BUDGET ENTRY” from the 

dropdown. 

 

Step 7. Click the Add Definition button. 

 

Step 8. Complete the Concept and Comparison conditions including the Values selected per screen. 

And click the Add Definition button to establish the Code Combination 
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Step 9. Click the Save and Return button. 

 

Step 10. Enter the Name and Description, then click the Save button. 



 

 

FreeBalance Confidential 

57 

 

 

Step 12. Click Ok on the displayed message pop up. 

 

 

3.4 Preparation of Budget Ceiling 

The approved budget ceiling is the amount that will control the budget estimates submitted by the 

Line Ministries. The following are the groups assigned to the budget module. 

• Budget Ceiling: Head / Fund Type / GFS Level 2 

• Budget Estimates: Sub Head / Fund Agency / Project / Region / NAC 

Ceiling is only applied to the Recurrent Budget. The budget estimates group, which is the basis of 

the budget plan will be controlled by the amount set and approved by NEPO grouped and summed 

at Ministry, Fund Type and GFS Level 2 ceiling amount.  
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3.4.1 Prepare Budget Ceiling 

To prepare the Budget Ceiling, follow these steps. 

Step 1. Navigate the Menu > Budget Planning > Budget Ceiling. 

 

Step 2. Click the Lookup button. 

 

Step 3. Click the Find button on the Budget Planning Scenario screen. 

 

Step 4. Click to select the applicable Scenario. 
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Step 5. Click the New button. 

 

Step 6. The Budget Ceiling details are displayed. 

 

Step 7. Click the Elements View button. 
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Step 8. Complete the codes for the Ministry, Fund Type and the GFS Level 2 the click the Save and 

Return button. 

 

Step 9. Enter the ceiling amount and select the applicable allow to exceed tag. 

 

Step 10. Click the New button to add new Ceiling lines. 

 

Step 11. Click the Elements View again on the displayed line. 



 

 

FreeBalance Confidential 

61 

 

Step 12. Repeat the process of adding the Code details. Click the Save and return. 

 

Step 13. Enter the amount and the allow to exceed tag. Click the Save button when done. 

 

Step 14. Click Ok on the displayed message. 
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Step 15. To check whether the Budget Ceilings are created, click on the Menu. 

 

Step 16. Select the Budget Ceiling (Single) 

 

Step 17. Complete the details on the Budget Plan Scenario, Year and COA Group then click the Find 

button. 
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Step 18.  The newly added Ceilings are displayed here. 

 

3.4.2 Update and add more Budget Ceiling 

In case when adding only 1 or few lines, the user may opt to use the Budget Ceiling (Single), to do 

this, follow the steps below. 

Step 1. Navigate the Menu > Budget Planning > Budget Ceiling  

 

Step 2. Click the New button. 

 

 

Step 3. Click the Find button on the Budget Planning Scenario 
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Step 4. Click the Search button to display the details. 

 

Step 5. Click to select the applicable scenario. 

 

Step 6. Complete te details for the Year and the COA Group. 
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Step 7. Click the Elements View button. 

 

Step 8. Complete the details for the Ministry, Fund Type and GFS Level1 then click the Save and 

Return button. 

 

Step 9. Enter the amount and update the tag for the allow to exceed as applicable and then click the 

Save button. 

 

Step 10. Click Ok on the displayed message. 
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3.4.3 Approve Budget Ceiling 

To approve the Budget Ceiling, it is better to use the Budget Ceiling (Bulk) screen). To approve, 

follow these steps. 

Step 1. Navigate the Menu and go to the Budget Ceiling (Bulk) screen. Provide the details on the 

scenario, Year and CoA groups for the filter. Click the Find button. 

 

Step 2. The details are displayed. Check the line that needs to be approved then go to the transition. 



 

 

FreeBalance Confidential 

67 

 

Step 3. Select the applicable transition and then click the transition button. 

  

Step 4. Click the Finish button. 

 

Step 5. The status of the lines selected are updated. 
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Step 6. To check the details of the ceiling, click the linked Data. 

 

Step 7. The screen is displayed. Click the Workflow History to check the assigned user to approve the 

Ceiling. 

 

Step 8. The details are displayed. 
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Step 9. Check the Line again for the next transition and go to the dropdown, select the approve and 

then click the Transition button. Click the Finish button after than and Ok to complete the approval. 

 

3.5 Start of Line Ministry budget submissions.  

 

3.5.1 Prepare Budget Version 1 – Line Ministry Submission 

The Budget Version is prepared as part of the support entities for the Line Ministries Budget 

submission. To prepare the Budget Version follow these steps. 

Step 1. Navigate the Menu > Budget Planning > Budget Version. 
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Step 2. Click the New button. 

 

Step 3. Click the Lookup button to link the Scenario. 

 

Step 4. Click the Find button on the Scenario Screen. 

 

Step 5. Click to select the applicable Scenario from the list. 
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Step 6. The selected Scenario is linked. Check the Apply Budget Version Deadline. 

 

Step 7. Assign the Deadline Date for the Version and enter the name and description. 
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Step 8. Click the Save button. 
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3.5.2 Prepare Budget Plan – Line Ministry budget estimates. 

The Budget Plan is the screen prepared so the Line Ministries can enter their Budget Estimates. To 

do this follow the steps below. 

Step 1. Navigate the Menu > Budget Planning > Budget Plan 

 

Step 2. Click the New button on the displayed Screen 

 

Step 3. Enter the Description for the Budget Plan and then click the Lookup button on the Budget 

Version. 

 

Step 4. Click the Find button to display the Budget Version to select from. 
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Step 5. Click to select the applicable Budget Version. 

 

Step 6. Enter the Institution for 1704 NEPO. The Budget Plan Structure is automatically populated, 

and the lookup for the Budget Plan Type is enabled. Click the Lookup to link the Plan Type applicable 

for the Budget Plan. 

 

Step 7. Click the Find button on the Budget Plan Type Screen. 
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Step 8. Click to select the applicable Plan Type. 

 

Step 9. Click the Save button. 
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Step 10. The Budget Plan is created, and the Budget Line screen is enabled. 

 

NOTE: At this point, the NEPO team will send out a notification to all the Ministries involved in the 

preparation of their Budget Estimates notifying that the IFMIS is ready for them to enter the details. 
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3.5.3 Enter Budget estimates in Budget Plan 

This section is for the Line Ministries Users who prepares their budget estimates. Instead of entering 

the Excel Document template provided, the budget data can now be entered into IFMIS. To do this, 

follow the steps. 

Step 1. Navigate the Menu > Budget Planning > Budget Plan. 

 

Step 2. Make sure that the Budget Version is the same version that NEPO advised for updating. Click 

the Lookup button. 

 

Step 3. Click to select the Budget Plan to update. 

 

Step 4. The Budget Lines will only be displayed and available according to the data access of the 

user. In this case, the Divisions are for MOE.  
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Step 5. To add new budget line that is not yet existing, click the New button and add the details on 

the Coding Block. Click the Save and return once done. 

 

 

Step 6. Enter the amount of the Budget Line. 
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Step 7. To check the Budget Lines entered, go to the Menu > Budget Planning > Reports > Budget 

Estimate Report. 

 

Step 8. Click the Lookup button on the Budget Version field. 

 

Step 9. Click to select the Budget Version to generate in the report. 
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Step 10. Click the button file format to generate the report. 

 

Step 11. Click Ok on the message displayed. 
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Step 12. Go to the (i)  

 

Step 13. And click on the Internal Message. 

 

Step 14. Click the linked ID of the report notification. 

 

Step 15. Click the file link to download the report 
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Step 16. This is the sample report that users can generate to check the Budget Estimates updated. 
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3.5.4 Submit supporting documents for Budget Estimates submitted. 

The supporting documents are required by NEPO in checking the submitted budget estimate 

amounts. From Line Ministries, they will submit the documents through the IFMIS Internal Message. 

Step 1. Click on the Internal Messages. 

 

Step 2. Click New on the Internal Message screen. 

 

Step 3. Add the details about the Message and additional information on the Body. Click the Find 

button to select the email group. 
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Step 4. Select the NEPO group and click on the Select button. 

 

Step 5. Once done, click on the Save and return button. 
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Step 6. Click the attached documents button to add the files to submit to NEPO. 

 

Step 7. Click on the New button to add a new file. 
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Step 8. Add the Title and the description of the document then click the Choose File button to select 

the file to submit. 

 

Step 9. Click on the Save button if there are more documents to attach. Or click the Finish button to 

complete the attaching of documents. 
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Step 10. Click the Send button. 
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Step 11. The message will be received by the NEPO Sector economist as a new internal message 

notification. 

 

 

3.5.5 Close and finalize the Budget Plan 1 – Line Ministry Submission  

 

When all budget lines are submitted by the Line Ministries, NEPO will complete the Budget Plan. This 

will be closed, and the Budget Version will be frozen. This version will be the basis of the new version 

for NEPO to finalize and submit to Cabinet and Parliament. 
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Step 1. Select the Transition “Complete Budget Plan”. Updating the status to “Complete the Budget 

Plan” means that the Line Ministries have entered all of their budget estimates.  

 

Step 2. Select the “Under Analysis” from the dropdown list. Then select the “Close Budget Plan.” 

 

Step 3. Once the Budget Plan status is Closed, the Budget Lines are no longer editable. 
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Step 4. Navigate the Menu again and go to the Budget Version. 

 

Step 5. Click the Find button to display the Budget Version to Close. 
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Step 6. Go to the Transition and select the “Plan the Budget” from the list. Then the next transition 

is “Freeze Version” 

 

Step 7. Click the Transition button. 
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Step 8. Click the Finish button to complete the freezing of the Line Ministry submitten Budget 

Version. 

 

Step 9. The Budget Version status is updated to “Frozen.” 



 

 

FreeBalance Confidential 

93 

 

 

3.6 Set up of NEPO Budget Version 

The Recurrent Budget has 2 Versions. 

1. Line Ministry Submitted Version 

a. This is the initial budget estimates submitted by the Line Ministries to NEPO.  

b. This is summarized by NEPO and sets a budget deadline.  

c. This is completed by NEPO in coordination with Line Ministry Project and Planning 

Divisions. 

d. The steps of this version is detailed in Section 3.5 Start of Line Ministry budget 

submissions. 

2. NEPO Budget Version 

a. This Version is a copy of the Line Ministry submitted Budget Plan.  

b. It is a NEPO Version where all changes and updates based on assessment of NEPO 

Sector Economist are added. 

c. The changes, additions and budget cuts based on Budget Committee result is 

applied. 

d. The updates and changes based on the result of Parliament assessment is also 

updated. 

e. The NEPO Version steps is details in this section. 

 

3.6.1 Create a Budget Version and Budget Plan - NEPO Version 

To prepare the NEPO Budget Version, follow these steps. 

Step 1. Navigate the Menu > Budget Planning > Interfaces > Planning to Planning 
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Step 2. Click the Lookup button to search for the Budget Version 1- Line Ministry Submission. 

 

Step 3. Click the Lookup button on the Budget Version screen. 



 

 

FreeBalance Confidential 

95 

 

Step 4. Click to select the Frozen Budget Version 

 

Step 5. Enter the new description of the Budget Version 2, Select “All” from the dropdown list on 

Copy/Modify Budget Plans, and check all 3 check boxes. 
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Step 6. Click the New button on the Configuration Matrix. 

 

Step 7. Select the 2024 in the “From Fiscal Year”, and year 2024 on the “To Fiscal Year” then click the 

Save and Return button. 
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Step 8. Click the tab for the Budget Plan detail to check the source Budget Version then click the 

Copy button. 

 

Step 9. A message is displayed. 
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Step 10. Go to Budget Version and check the newly created and copied NEPO Version. 

 

Step 11. Update the Description of the new NEPO Budget Version. 

 

Step 12. Add the Budget Version fiscal years to add the 3 forward years then click the save button. 
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Step 13. Go to the Budget Plan to check the newly created budget plan. This Budget Plan is now the 

NEPO Version that will be updated based on the changes made from the Cabinet and Parliament 

sessions. 
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3.6.2 Update the amounts for the 3 forward years. 

The New Budget Plan that was copied from the Line Ministry submitted budget estimates are not yet 

updated for its Medium-Term forward years amount. To do this, follow these steps. 

Step 1. On the new Budget Plan, the Forward years are not yet updated. 

 

Step 2. Navigate the Budget Version and transition it to “Plan the Budget”. Only Budget Versions that 

are in Budget Planning status can be updated using the Planning to Planning function. 

  

Step 3. Navigate the Menu > Budget Planning > Interfaces > Planning to Planning 



 

 

FreeBalance Confidential 

101 

 

Step 4. Click Lookup on the Budget Version. 

 

 

Step 5. Click the Find button on the Budget Version Screen. 
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Step 6. Click to select the New Budget Version. 

 

Step 7. Copy the Budget Version code and paste it on the Destination Budget Version, Select the 

“Specific Budget Plan/(s) from the dropdown list on Copy/Modify BP, and check the 2 boxes below. 

Click the new button on the configuration matrix. 
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Step 8. Select the Planning Year on the field “From Fiscal Year” and the forward year 1 on the field 

“To Fiscal Year”, enter the percentage of change, and select the comparison. Click the Save and 

Return button. 

 

Step 9. Repeat the process until all the forward years are added. Click the Copy button when done. 
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Step 10. A message is displayed. 

 

Step 11. To check the copied amounts on the forward years, navigate the Budget Plan again. 

 

Step 12. Scroll the screen to go to the Budget Lines. The amounts based on the percentage 

comparison are added and updated. 



 

 

FreeBalance Confidential 

105 

 

 

3.6.3 Create a Budget Plan for Revenue Estimates 

The Revenue Estimates are part of the Recurrent Budget Book. In order for the revenue details to be 

printed in the Budget Book, the Revenue Estimates Budget Plan should be created. To prepare the 

Budget Plan for Revenue, follow these steps. 

Step 1. Click New on the Budget Plan Screen. 

 

Step 2. Enter the details on the Description, Budget Version, Responsible User, and Institution. Click 

Lookup on the field for Budget Plan Type. 
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Step 3. Click the Find button. 

 

Step 4. Click to select the Plan Type for revenue. 

 

Step 5. Enter the deadline date of the Budget Plan and click the Save button. 

 

Step 6. Click Ok on the displayed message. 
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Step 7. Click on the New button to add the lines for the revenue estimates. 

 

Step 8. Click the Elements View button to select the coding block information. 

 

Step 9. Complete the details on the coding block. Click the Save and return once done. 



 

 

FreeBalance Confidential 

108 

 

Step 10. Click the save and return button. 

 

Step 11. Enter the amount of the revenue. Since this is a revenue code, the amount should be 

entered as a negative value. 

 

Step 12. Repeat the process for all Revenue Estimates Line 
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3.7 Budget review and approval in the Budget Committee and Cabinet  

Based on the results of Budget sessions made in the Cabinet, all changes and updates will also be 

done in IFMIS. This will be done by NEPO. To update the changes made, follow these steps. 

Step 1. Navigate the Menu > Budget Planning > Budget Plan. 

 

Step 2. Click the Find button. 
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Step 3. Select the Budget Plan to Update. 

 

Step 4. Click the Filter to filter the lines to edit. 

 

Step 5. Add the starts with for the organization if the filter is by Ministry. Click the Combination. 

 

Step 6. Click the save and return button. 
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Step 7. The Budget Lines are updated to display only those that are filtered. 

 

Step 8. Edit the amount as necessary. 
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3.8 Deliberation and approval of the budget in the Parliament  
3.8.1 Update the changes made from Parliament Sessions 

During the sessions in the parliament, some budget lines maybe changed, reduced, increased or 

removed. To update the changes made in IFMIS, follow these steps. 

 

Step 1. If an update is for adding of amount of an existing Budget Line, the steps are the same with 

Section 3.8.1 Update changes, if one line needs to be removed then check the line then click the 

remove button. 

 

Step 2. If Amount needs to be changed, then enter the new amount directly in the Amount field. 
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Step 3. IF New budget line is identified, then click the new button. 
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Step 4. Add the coding block for the new Budget line. 

 

Step 5. Click the save and return button. Enter the amount once done. 
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3.8.2 Close and Approve the Budget Plan – NEPO Version 

When all changes are added and the Budget is already approved by the Parliament, the Budget Plan 

needs to be closed. The processing of the General Warrant and Accounting Warrant will process. To 

do this, follow the steps below. 

Step 1. Navigate the Budget Plan and select the BP to close. Go to the Transition button and select 

the “Complete the Budget Plan” then the “Under Analysis”. 

 

Step 2. The next Transition is to close the Budget Plan. Select the Close Budget Plan from the 

dropdown list then click the Transition button. Click the Finish button to complete the closing. 
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Step 3. The Budget Plan is now updated to status Closed. 

 

Step 4. Navigate the Menu > Budget Planning > Budget Version. 

 

Step 5. Click the Find button. 
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Step 6. Select the Development Budget Version from the displayed list. 

 

Step 7. Go to the transition field and select the “Request for Approval” from the list. 
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Step 8. Complete the transition. 

 

Step 9. Select the Approve from the list then click the transition button. 
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Step 10. Click the Finish button to complete the approval. 

 

Step 11. On the 1st working day of the Budget Year, the NEPO Admin will go to the Budget Version 

and do the Send to Execution. Click the Send to Execution button. 
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Step 12. Complete the following details. 

• Send to Execution Type: TOTAL 

• Target Fiscal Year: The current new year. 

• Source Budget Plan Structure: Select the value from the list. 

• Target Budget Control Type: Allotment 

• Classification: Recurrent Budget (From Planning) 

• Voucher Update Type: Original 

• Update Higher Level Budget Control: Check 

Once completed, click the Send to Execution button. This will start to create a budget voucher that 

will be sent to the Treasury for issuance of Accounting Warrant. 



 

 

FreeBalance Confidential 

121 

 

 

3.9 Issuance of General Warrant, Statutory Warrant and Accounting Warrant 
3.9.1 Issuance of General Warrant 

When the Budget Plan is sent to execution, a Budget Voucher is automatically created. This budget 

voucher is subject for transition to the treasury for the issuance of Accounting Warrant. To do this, 

NEPO team will follow these steps. 

Step 1. Navigate the Menu > Budgeting and Appropriation > Warrants, Supplements & Virements 

Voucher. 
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Step 2. Go to the field Origin and select the “Budget Planning” from the dropdown list. 

 

Step 3. Click the Find button. 
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Step 4. Click the Voucher to transition. 

 

Step 5. Go to transition field and select the “Being Approved” from the list. 
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Step 6. Click the Transition button. 
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Step 7. Click the Finish button to complete the transition. 

 

  

3.9.2 Issuance of Accounting Warrant 

When the Budget Voucher is transitioned, this is now transitioned to the treasury for approval and 

issuance of Accounting Warrant. To do this, follow the steps below. 

Step 1. Navigate the Menu > Budgeting and Appropriation > Warrants, Supplements and Virements 

Voucher. 
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Step 2. Go to the field Origin and select the Budget Planning from the dropdown list. Then click the 

Find button. 

 

Step 3. Click to select the Budget Voucher. 
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Step 4. Go to the transition field and select the “Review Accounting Warrant” transition from the list 

then click the Transition butto. 
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Step 5. Click the Finish button to complete the transition. 

 

Step 6. Go to the transition field again and select the “Issue Accounting Warrant” from the list. 
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Step 7. Click the Transition button. 
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Step 8. Click the Finish button to complete the issuance. 

 

Step 9. Click OK on the displayed message. 



 

 

FreeBalance Confidential 

131 

 

Step 10. The status of the Budget Voucher is now updated. This will make the Recurrent Budget 

available for the Line Ministries to start their budget execution for Recurrent Budget Related 

expenses. 
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4 Development Budget Processes 

 

 

4.1 Data for the Development Budget is provided. 

Once the details for the Development Budget is available, NEPO prepares the Budget Support 

Entities to start entering the data in IFMIS.  
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4.1.1 Prepare Budget Planning support entities. 

To start the IFMIS preparation for the Development Budget, follow these steps to set up the budget 

support entities. 

Step 1. Navigate the Menu > Budget Planning > Support Entities > Scenarios > Budget Planning 

Scenario 

 

Step 2. Click the New button and select the New Chart of Account, enter the User ID of the 

responsible user, check the Fiscal Period Distribution Needed, select MONTH from the Fiscal Period 

Level, and select the Automated Weighted in the distribution method. 

 

Step 3. Enter the Name and Description and click the New button in the BP Scenario Fiscal Year. 
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Step 4. Select the Planning year and check the apply for Budget Planning. Click the Save and Return 

once done. 

 

Step 5. Repeat the process for the 3 forward years then go to the Budget Planning Scenario CoA 

Groups tab. 
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Step 6. Click the New button to add the details. 

 

Step 7. Select the Budget Entry from the CoA Group field and then click the save and return button. 
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Step 8. Go to the Fiscal Period Distribution and then click the New button. 

 

Step 9. Complete the details. 
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Step 10. Click the button to add the combination 

 

Step 11. Click the Save and Return when the expression is created. 
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Step 12. Go to the Fiscal period Distribution Detail and click the New button. 
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Step 13. Check the Remaining Field when the January is selected. This will update the percentage to 

100. This means that the budget voucher will all be posted in January when the Send to Execution is 

completed. 
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Step 14. Repeat the process to add all the months. The field remaining should be unchecked. Click 

the save and return button when done. 

 

Step 15. When all is completed, click the save button for the Budget Planning Scenario 
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Step 16. Navigate the Menu > Budget Planning > Support Entities > Budget Plan > Budget Plan 

Structures. 

 

Step 17. Click the New button on the screen. 
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Step 18. Click the Lookup button on the Budget Planning Scenario. 

 

Step 19. Click the Find button to display the scenario to select from. 

 

Step 20. Click to select the Development Budget from the list. 
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Step 21. Complete the details on the Institution for the NEPO Division Code, select the BUDGET 

ENTRY from the CoA Group and click the Add Definition button. 

 

Step 22. Complete the details on the Segments and click yeh Add definition button. 
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Step 23. Click the save and return when the combination is created. 

 

Step 24. Enter the name and description then click the save button. 
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4.1.2 Prepare Budget Version for Development Budget 

The Budget Version is prepared for the Development Budget. The difference for this version is that  

• only one Version is maintained. 

• Budget Ceiling is not applicable for Development Budget Lines. 

• No revenue Estimates for this.  

• This is completed in coordination with the Project Donors and Project Planning Line Ministry 

Divisions. 

To prepare the Budget Version, follow these steps. 

Step 1. Navigate the Menu > Budget Planning > Budget Version. 
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Step 2. Click the New button on the screen. 

 

Step 3. Click the Lookup on the Budget Planning Scenario. 
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Step 4. Click the Find button on the scenario screen. 

 

Step 5. Click to select the Scenario from the list. 
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Step 6. Enter the Deadline Date, Name and the description. 

 

Step 7. Verify that the Fiscal Years and forward years are added then click the save button. 
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Step 8. Click Ok on the displayed message. 

 

 

4.1.3 Prepare Budget Plan for Development Budget  

To prepare the Budget Plan for the Development Budget, follow these steps. 

Step 1. Navigate the Menu > Budget Planning > Budget Plan. 
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Step 2. Click the new button on the screen. 

 

Step 3. Enter the Description and click Lookup on the Budget Version field. 

 

Step 4. Click the Find button on the screen displayed. 
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Step 5. Click to select the applicable Budget Version. 

 

Step 6. Enter User ID of the responsible person, and the NEPO Division Code. Click Lookup on the 

Budget Plan Type. 

 

Step 7. Click the Find button and click to select the Plan Type for Development Budget. 
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Step 8. Enter the Deadline Date and click the Save button. 

 

Step 9. Click Ok on the displayed message. 

 

Step 10. The Budget Plan is created. Adding of budget lines are now enabled. 
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Step 11. To ad dnew Budget Line, click the new button. 

 

Step 12. Click the Elements view to add the coding block. 
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Step 13. Complete the coding block details and click the save and return button. 

 

Step 14. Click the save and return button. 

 

Step 15. Enter the amount. 
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4.2 The Development Coordination Committee (DCC)  
4.2.1 Update, add, remove changes made based on agreements. 

Based on the changes made with coordination with the Donors, this are updated in IFMIS. To update 

the changes, follow these steps. 

Step 1. Navigate the Menu > Budget Planning > Budget Plan. 

 

Step 2. Click the Find Button. 

 

Step 3. Click to select the Budget Plan to update. 
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Step 4. Edit and update as necessary. 

 

4.2.2 Close the Budget Plan and approve Budget Version 

When all changes are applied, the Budget Plan needs to be closed to approve the Budget Version. To 

do this, follow the steps below. 

Step 1. Navigate the Budget Plan, select the Development Budget and go to the transition button. 
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Step 2. Transition the Budget Plan until “Closed” Click the finish button to complete the closing. 

 

Step 3. Navigate the Budget Version. 

 

Step 4. Click the Find button to search for the Development Budget Version. 
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Step 5. Click to select the budget version to approve. 

 

Step 6. Transition the Budget Version until it is approved. 

 

Step 7. Go to the bottom of the screen to to the Fiscal Period distribution. Per support entities, the 

amounts are to be posted for the January of the current year. Click the Fiscal Period distribution 

button and click Ok on the displayed message. 
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Step 8. To check the distribution, navigate the Budget Plan again and o to the budget line. Click on 

the “Dist” to display the amounts distributed. 

 

Step 9. The amounts are distributed at 100% for January and zero for the rest of the months. 
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Step 10. Navigate to the Budget Version again and go to the bottom of the Version screen. Click the 

Send to execution button. 
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Step 11. Complete the details for the following. 

• Send to Execution Type: TOTAL 

• Target Fiscal Year: The current new year. 

• Source Budget Plan Structure: Select the value from the list. 

• Target Budget Control Type: Allotment 

• Classification: Development Budget (From Planning) 

• Voucher Update Type: Original 

• Update Higher Level Budget Control: Check 
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Step 12. Click the Send to execution button. 
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Step 13. Check the Internal message for notification. 
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4.2.3 Post the Development Budget Estimates to budget execution. 

The send to execution process for the development budget creates a Budget Voucher. This budget 

voucher is transitioned to be posted in the Budget Control. Once Budget Control is available, then 

the Line Ministries can now request and initiate their Development Fund Warrant. 

Step 1. Navigate the Menu > Budgeting and Appropriation > Warrants, Supplements and Virement 

voucher. 

 

Step 2. Go to the field Origin and select the Budget Planning from the dropdown list. Click the find 

button. 

 

Step 3. The voucher created is displayed. 
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Step 4. Check the Budget Lines that was created. 

 

Step 5. Click the Update button and then select the transition “Being Approved”.  
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Step 6. Complete the transition until the Development Budget is approved and posted. Once posted 

in the Budget Control, The Line Ministries are ready for requesting their Development Fund 

Warrants. 
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5 Budget Warrants and Transfers Processes 
The Budget Transactions relating to Development Budget are the following.  

• Development Fund Warrant: These are the requests from Line Ministries to issue their 

budget relating to their development budget. Also, these amounts are part of the planned 

budget during the budget planning process.  

• Development Fund Transfers: These are requests from the Line Ministries to transfer 

budget amount from one division to another, and one NAC to another within the same 

Project. 

• Supersede Warrants: Warrants submitted by Line Ministries to supersede an initial warrant 

that was submitted, approved, and released. 

• Development Fund Warrant – Additional: These are requests from Line Ministries to issue 

their budget from amounts that are not part of the initial budget planning process. These 

are the funds that was received during the year. 

• New Project Funds: These are projects that are new during the year and the Line Ministries 

are requesting for their budget to be issued.  

• Statutory Warrants: These are statutory budgets. It is issued to the line ministries when 

they submit their requests. 
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• Recurrent Budget Virements: These are transfers made against the Recurrent Budget 

where fund from other division is transferred to other division within the same Ministry. 

These transfers are subject for review and approval of NEPO. 

• Department Warrants: These are warrants issued to the Ministry as an authorization to 

spend the budget for their payments. One example of this is the Infrastructure Maintenance 

Fund which is centrally managed by MFED. Based on a need the Ministries will submit a 

request to issue the budget to them. This transaction will be done by NEPO in IFMIS. 

 

5.1 How to prepare Budget Voucher 
 

5.1.1 Development Fund Warrants 

For the Line ministry to request for availability of Development Fund warrant, a transfer of dev fund 

lodged in Account 282198 Expenses for Development Fund must be transferred and re-allocated 

to corresponding accounts. 

5.1.1.1 How to check the available Budget for Expenses for Development Fund 

To check the budget availability of the 282198 Expenses for Development Fund, follow these steps. 

Step 1. Navigate the Menu > Budgeting and Appropriations > Reports > Financial Budget Overview 

 

Step 2. Provide the filters. 

• Budget Control Type: Allotment 

• Organization Sub Head: Enter the Starting Division and Last Division for the Ministry 

• Economic Classification NAC: Enter the Code 282198 
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Step 3. Click the Excel button to generate the report. 

 

Step 4. Click the (i) and go to the Internal message. 

 

Step 5. Click the linked ID. 



 

 

FreeBalance Confidential 

170 

 

Step 6. Download the generated file by clicking the linked of the file. 

 

Step 7. Check the budget availability of the Development Fund Expense. 

By checking the report, where codes are 

1 Subhead 1501 

2 Funding Agency 3201 
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3 Project 01112 

4 Location 9 

6 NAC 282198 

the coding block of the source budget 1501/3201/01112/9/282198 has an amount of 6,000,000.00 

which MOE Admin Division can request. This coding block will be credited in the Development Fund 

Warrant Transaction. 

 

 

5.1.1.2 How to prepare the Development Fund Warrant 

Since the Source Development Budget amount is already identified, Line Ministries are now ready to 

enter their Warrant. Follow these steps to start the process. 

Step 1. Navigate Menu > Budgeting and Appropriations > Warrants, Supplements & Virements 

Voucher 
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Step 2. Click the New button from the Voucher screen to insert new transaction. 

 

Step 3. Select the following value for each corresponding field: 

 

▪ Budget Control Type: Allotment (represents the Ministry’s allocation) 

▪ Voucher Type: for all Transfers transaction, select TRANSFER 

▪ Warrant Classification: Development Budget Warrant 

Step 4.  Tick the ‘Update Higher Level Warrant’ field to also update the Parent level, which is the 

Warrant. 
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Step 5. Enter the Transaction description. Tick the ‘Copy Description in Details’ field to copy this 

Description on each Transfer item entry. 

 

Step 6. From the Items tab, click on the New button. 

 

Step 7. To set the Accounts where the allocation will be sourced from, click on the Elements View 

button to add the details of the Codes. Select the applicable codes from the dropdown. Click Save 

and Return  after. 

o SUB HEAD: Select the Division where budget is charged.  

o FUND AGENCY: Select applicable fund source. 

o PROJECT: Select project other than 00000-Not Defined for dev budget 

o REGION:  Select from the list.  

o NAC: Select the NAC 282198: Expenses for Development Fund 
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Step 8.  Click Save and Return once coding block is selected.  

 

Step 9. Enter the corresponding amount to be transferred to the Credit field. In the IFMIS system, a 

debit entry is usually an increase, and credit represents decrease or deduction. Click Save and 

Return to go back to the main screen, 
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Step 10. Again, click on the New button to enter a new item. For Transfers transactions, entries for 

debit and credit must be present. 

 

Step 11. This time, the corresponding account to be transferred with will be recorded. Again, select 

the applicable coding block.  
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Step 12. Enter the amount on the Debit field. Click Save and Return. 

 

Step 13. Click the Save button from the main Voucher screen. 

Step 14.  Before sending for authorization or approval, click on the Attachments tab, and click 

New. 

 

Step 15. From the Attachments screen, enter the Title and additional/detailed description of the 

document attached. Click on the Choose File button to select the document from the local folder. 
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Step 16. Click Save and Return to go back to the main voucher screen. 

 

Step 17. Click the Update button to save all the changes made. 



 

 

FreeBalance Confidential 

178 

 

Step 18. Scroll up and go to the Transition dropdown field. Click and select “For Approval” 

 

Step 19. Click the Transition button. Take note that the Transition process will not take place 

without doing this step. 

 

 

Step 20. Enter the required note or remarks to be addressed to the next approver. Click the Finish 

button. 
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5.1.2 Supersede Warrants 

Step 1. Navigate Menu > Budgeting and Appropriations > Warrants, Supplements & Virements 

Voucher 

 

Step 2. Click the New button from the Voucher screen to insert new transaction 

 

Step 3. Select the following value for each corresponding field: 
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▪ Budget Control Type: Allotment (represents the Ministry’s allocation) 

▪ Voucher Type: for all Transfers transaction, select UPDATE. 

▪ Update Type: Current 

▪ Warrant Classification: Supersede Warrants 

Step 4.  Tick the ‘Update Higher Level Warrant’ field to also update the Parent level, which is the 

Warrant. 

 

Step 5. Enter the Transaction description. Tick the ‘Copy Description in Details’ field to copy this 

Description on each Transfer item entry. 
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Step 6. From the Items tab, click on the New button. 

 

Step 7. To set the Accounts where the allocation will be sourced from, click on the Elements View 

button to add the details of the Codes. Select the applicable codes from the dropdown. Click Save 

and Return  after. 

o SUB HEAD: Select the Division where budget is charged.  

o FUND AGENCY: Select applicable fund source. 

o PROJECT: Select project other than 00000-Not Defined for dev budget 

o REGION:  Select from the list.  

o NAC: Select the appropriate NAC.  

Step 8.  Click Save and Return once coding block is selected. Take note that source account used 

should have available allocation to be transferred to another. 

 

Step 9. Enter the amount on the Debit field. Click Save and Return. 
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Step 13. Click the Save button from the main Voucher screen. 

 

Step 14. Scroll up and go to the Transition dropdown field. Click and select “For Approval.” 
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Step 15. Click the Transition button. Take note that the Transition process will not take place 

without doing this step. 

 

Step 16. Enter the required note or remarks to be addressed to the next approver. Click the Finish 

button. 

 

 

5.1.3 Development Fund Warrant – Additional 

Step 1. Navigate Menu > Budgeting and Appropriations > Warrants, Supplements & Virements 

Voucher 
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Step 2. Click the New button from the Voucher screen to insert new transaction 

 

Step 3. Select the following value for each corresponding field: 



 

 

FreeBalance Confidential 

185 

 

▪ Budget Control Type: Allotment (represents the Ministry’s allocation) 

▪ Voucher Type: for all Transfers transaction, select UPDATE. 

▪ Update Type: Current 

▪ Warrant Classification: Development Fund Warrant Additional 

Step 4.  Tick the ‘Update Higher Level Warrant’ field to also update the Parent level, which is the 

Warrant. 

 

Step 5. Enter the Transaction description. Tick the ‘Copy Description in Details’ field to copy this 

Description on each Transfer item entry. 
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Step 6. From the Items tab, click on the New button. 

 

Step 7. To set the Accounts where the allocation will be sourced from, click on the Elements View 

button to add the details of the Codes. Select the applicable codes from the dropdown. Click Save 

and Return  after. 

o SUB HEAD: Select the Division where budget is charged.  

o FUND AGENCY: Select applicable fund source. 

o PROJECT: Select project other than 00000-Not Defined for dev budget 

o REGION:  Select from the list.  

o NAC: Select the appropriate NAC.  

Step 8.  Click Save and Return once coding block is selected. Take note that source account used 

should have available allocation to be transferred to another. 

 

Step 9. Enter the amount on the Debit field. Click Save and Return. 
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Step 13. Click the Save button from the main Voucher screen. 

 

Step 14. Scroll up and go to the Transition dropdown field. Click and select “For Approval.” 

 

Step 15. Click the Transition button. Take note that the Transition process will not take place 

without doing this step. 
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Step 16. Enter the required note or remarks to be addressed to the next approver. Click the Finish 

button. 

 

 

5.1.4 New Project Funds 

Step 1. Navigate Menu > Budgeting and Appropriations > Warrants, Supplements & Virements 

Voucher 

 

Step 2. Click the New button from the Voucher screen to insert new transaction 
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Step 3. Select the following value for each corresponding field: 

 

▪ Budget Control Type: Allotment (represents the Ministry’s allocation) 

▪ Voucher Type: for all Transfers transaction, select UPDATE. 

▪ Update Type: Current 

▪ Warrant Classification: New Project Funds 

Step 4.  Tick the ‘Update Higher Level Warrant’ field to also update the Parent level, which is the 

Warrant. 
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Step 5. Enter the Transaction description. Tick the ‘Copy Description in Details’ field to copy this 

Description on each Transfer item entry. 

 

Step 6. From the Items tab, click on the New button. 

 

Step 7. To set the Accounts where the allocation will be sourced from, click on the Elements View 

button to add the details of the Codes. Select the applicable codes from the dropdown. Click Save 

and Return  after. 

o SUB HEAD: Select the Division where budget is charged.  

o FUND AGENCY: Select 0000- Not Defined 

o PROJECT: Select 00000-Not Defined 

o REGION:  Select from the list.  

o NAC: Select the appropriate NAC.  

At this point, the New Funding Agency and the New Project Code is not yet created in IFMIS 

Step 8.  Click Save and Return once coding block is selected. Take note that source account used 

should have available allocation to be transferred to another. 
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Step 9. Enter the amount on the Debit field. Click Save and Return. 

 

Step 13. Click the Save button from the main Voucher screen. 
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Step 14. Scroll up and go to the Transition dropdown field. Click and select “For Approval.” 

 

Step 15. Click the Transition button. Take note that the Transition process will not take place 

without doing this step. 

 

Step 16. Enter the required note or remarks to be addressed to the next approver. Click the Finish 

button. 
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5.1.5 Statutory Warrant 

Step 1. Navigate Menu > Budgeting and Appropriations > Warrants, Supplements & Virements 

Voucher 

 

Step 2. Click the New button from the Voucher screen to insert new transaction. 
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Step 3. Select the following value for each corresponding field: 

 

▪ Budget Control Type: Allotment (represents the Ministry’s allocation) 

▪ Voucher Type: for all Transfers transaction, select UPDATE. 

▪ Update Type: Current 

▪ Warrant Classification: Statutory Warrant 

Step 4.  Tick the ‘Update Higher Level Warrant’ field to also update the Parent level, which is the 

Warrant. 
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Step 5. Enter the Transaction description. Tick the ‘Copy Description in Details’ field to copy this 

Description on each Transfer item entry. 

 

Step 6. From the Items tab, click on the New button. 

 

Step 7. To set the Accounts where the allocation will be sourced from, click on the Elements View 

button to add the details of the Codes. Select the applicable codes from the dropdown. Click Save 

and Return  after. 

o SUB HEAD: Select the Division where budget is charged.  
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o FUND AGENCY: Select applicable fund source. 

o PROJECT: Select project other than 00000-Not Defined for dev budget 

o REGION:  Select from the list.  

o NAC: Select the appropriate NAC.  

Step 8.  Click Save and Return once coding block is selected. Take note that source account used 

should have available allocation to be transferred to another. 

 

Step 9. Enter the amount on the Debit field. Click Save and Return. 
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Step 13. Click the Save button from the main Voucher screen. 
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Step 14. Scroll up and go to the Transition dropdown field. Click and select “For Approval.” 

 

Step 15. Click the Transition button. Take note that the Transition process will not take place 

without doing this step. 

 

Step 16. Enter the required note or remarks to be addressed to the next approver. Click the Finish 

button. 
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5.1.6 Development Fund Transfers 

For the Line Ministry to request transfer from one Dev budget to another allocation, follow the steps 

defined below. 

Step 1. Navigate Menu > Budgeting and Appropriations > Warrants, Supplements & Virements 

Voucher 

 

Step 2. Click the New button from the Voucher screen to insert new transaction 
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Step 3. Select the following value for each corresponding field: 

 

 

 

▪ Budget Control Type: Allotment (represents the Ministry’s allocation) 

▪ Voucher Type: for all Transfers transaction, select TRANSFER 

▪ Warrant Classification: Development Fund- Transfers 

Step 4.  Tick the ‘Update Higher Level Warrant’ field to also update the Parent level, which is the 

Warrant. 
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Step 5. Enter the Transaction description. Tick the ‘Copy Description in Details’ field to copy this 

Description on each Transfer item entry. 

 

Step 6. From the Items tab, click on the New button. 

 

Step 7. To set the Accounts where the allocation will be sourced from, click on the Elements View 

button to add the details of the Codes. Select the applicable codes from the dropdown. Click Save 

and Return  after. 

o SUB HEAD: Select the Division where budget is charged.  

o FUND AGENCY: Select applicable fund source. 

o PROJECT: Select project other than 00000-Not Defined for dev budget 

o REGION:  Select from the list.  

o NAC: Select the appropriate NAC.  

Step 8.  Click Save and Return once coding block is selected. Take note that source account used 

should have available allocation to be transferred to another. 
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Step 9. Enter the corresponding amount to be transferred to the Credit field. In the IFMIS system, a 

debit entry is usually an increase, and credit represents decrease or deduction. Click Save and 

Return to go back to the main screen. 

 

Step 10. Again, click on the New button to enter a new item. For Transfers transactions, entries for 

debit and credit must be present. 
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Step 11. This time, the corresponding account to be transferred with will be recorded. Again, select 

the applicable coding block.  

 

Step 12. Enter the amount on the Debit field. Click Save and Return. 
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Step 13. Click the Save button from the main Voucher screen. 

 

Step 14.  Before sending for authorization or approval, click on the Attachments tab, and click 

New. 
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Step 15. From the Attachments screen, enter the Title and additional/detailed description of the 

document attached. Click on the Choose File button to select the document from the local folder. 

 

Step 16. Click Save and Return to go back to the main voucher screen. 
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Step 17. Click the Update button to save all the changes made. 

 

Step 18. Scroll up and go to the Transition dropdown field. Click and select “For Approval.” 
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Step 19. Click the Transition button. Take note that the Transition process will not take place 

without doing this step. 

 

Step 20. Enter the required note or remarks to be addressed to the next approver. Click the Finish 

button. 
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5.1.7 Recurrent Budget Virements 

 

5.1.7.1 How to record Recurrent Budget Virements 

Budget Virements are Transfers of Consolidated Budget from one Division to another within the 

same Ministry to the same or to a different expense Allocation. This is also prepared by the 

Accountants/Senior Accountants, approved by the SRO at the Line Ministries, before sent to NEPO 

for review. 

To process this in the IFMIS, follow the steps define below: 

Step 1. Navigate Menu > Budgeting and Appropriations > Warrants, Supplements & Virements 

Voucher 

 

Step 2. Click the New button from the Voucher screen to insert new transaction 
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Step 3. Select the following value for each corresponding field: 

 

▪ Budget Control Type: Allotment (represents the Ministry’s allocation) 

▪ Voucher Type: for all Transfers transaction, select TRANSFER 

▪ Warrant Classification: Recurrent Budget Virements 

▪ Warrant’s Legal Basis: select from the applicable Appropriation Act for the current Fiscal Year 
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Step 4.  Tick the ‘Update Higher Level Warrant’ field to also update the Parent level, which is the 

Warrant. 

 

 

Step 5. Enter the Transaction description. Tick the ‘Copy Description in Details’ field to copy this 

Description on each Transfer item entry. 

 

Step 6. From the Items tab, click on the New button. 

 

Step 7. To set the Accounts where the allocation will be sourced from, click on the Elements View 

button to add the details of the Codes. Select the applicable codes from the dropdown. Click Save 

and Return  after. 

o SUB HEAD: Select the Division where budget is charged.  

o FUND AGENCY: Select 1101- GoK for recurrent budget 

o PROJECT: Select 00000-Not Defined if this is from recurrent budget 
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o REGION:  Select from the list. Recurrent budget is always charged to 9- Nationwide 

location. 

o NAC: Select the appropriate NAC. 

 

Step 8.  Click Save and Return once coding block is selected. Take note that source account used 

should have available allocation to be transferred to another. 
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Step 9. Enter the corresponding amount to be transferred to the Credit field. In the IFMIS system, a 

debit entry is usually an increase, and credit represents decrease or deduction. Click Save and 

Return to go back to the main screen. 

 

Step 10. Again, click on the New button to enter a new item. For Transfers transactions, entries for 

debit and credit must be present. 

 

Step 11. This time, the corresponding account to be transferred with will be recorded. Again, select 

the applicable coding block.  
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Step 12. Enter the amount on the Debit field. Click Save and Return. 

 

Step 13. Click the Save button from the main Voucher screen. 
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Step 14.  Before sending for authorization or approval, click on the Attachments tab, and click 

New. 

 

Step 15. From the Attachments screen, enter the Title and additional/detailed description of the 

document attached. Click on the Choose File button to select the document from the local folder. 
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Step 16. Click Save and Return to go back to the main voucher screen. 
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Step 17. Click the Update button to save all the changes made. 

 

 

Step 18. Scroll up and go to the Transition dropdown field. Click and select “For Approval” 
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Step 19. Click the Transition button. Take note that the Transition process will not take place 

without doing this step. 

 

 

Step 20. Enter the required note or remarks to be addressed to the next approver. Click the Finish 

button. 

 

 

5.1.7.2 How to Approve Budget Transfers, Virements and Revisions 

Internal Transfers and Virements are initially authorized by the SROs from each accountable Line 

Ministry. To process approval at this level, follow the steps defined below: 

Step 1. After logging in, click the  to display the Internal Messages. Click the New messages box on 

the internal messages.  
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Step 2. The Internal Message will be opened and the list of all pending tasks and notifications for the 

user is displayed. Click on the ID of the notification for the Warrants, Supplements & Virements 

Voucher. This will open the details of the Voucher. 

 

Step 3. Click on Update Domain button on the displayed Internal Message screen. The system 

will open the screen for the Voucher for review.  
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Step 4. Review the entries made for the transfers. 
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Step 5. To download the attached file/s, click on the Attachments tab and click on the file name to 

download. 

 

Step 6. After the review, go up to the Transition field and select the “Authorize by Line Ministry” 

from the dropdown list. The Transition button is displayed. Click on it to proceed. 

 

Note: In case, the Voucher needs to be returned to prepared for modification, select “Return for 

Modification” and click the Transition button. This will be sent back to Prepared status. 

Step 7. Enter the step note as an instruction or information to the next approver user. And then click 

the Finish button 
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5.1.8 Department Warrants 

Department Warrants are budget transactions authorizing the other ministry to spend and pay 

expenses on behalf of the other Ministry.  

For IFMIS, the requesting Ministry communicates the need to NEPO. NEPO enters the Department 

Warrant in IFMIS.  

To prepare the Department Warrant, follow these steps. 

Step 1. Navigate the Menu > Budgeting and Appropriation > Warrants, Supplements and Virement 

Voucher 

 

Step 2. Click the New button 

 

Step 3. Provide the details below. 
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Step 4. Check the Update Higher Level Budget Control and enter the description 
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Step 5. Click the new button for the Line Item. 
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Step 6. Click the Elements view to add the details of the Coding Block. 

 

Step 7. Complete the details of the CB then click the save and return button. 
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Step 8. Enter the amount then click the save and return button. 
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Step 9. Click the copy button to add the source. 

 

Step 10. Change the Coding block of the source, then enter the amount in the credit. Click the save 

and return once done. 



 

 

FreeBalance Confidential 

227 

 

Step 11. Click the Save button. 
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Note: The approval process of Department Warrant – Budget Transfers shall follow the same 

process where NEPO will review it, NEPO Deputy Director will approve, then it will go to the MFED 

Secretary for approval. When done, it is routed to the Treasury for approval. After these are all 

completed, then the Line Ministries are now ready to use the transferred budget for their budget 

execution. 

 

 

 

 

 

5.2 Review and approval process of Development Budget Warrants and Transfers 

The review and approval process of Development Fund Warrants and Transfers are the following. 
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5.2.1 Review Development Fund Warrant by NEPO 

The review and checking of budget transactions are distributed to the 3 Sectors in NEPO. Sector 

Economist are assigned to each sector as a distribution of their accountabilities. The list below are 

the sectors with their accountable Ministries to review. 

• Sector Revenue Infrastructure Economic Growth (RIE):  

Code Ministry Ministry Name 

10 MTCIC Ministry of Tourism, Commerce, Industry & Co-operatives 

13 MFMRD Ministry of Fisheries & Marine resources dev. 
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16 MICT Ministry of Information, Communication, & Transport 

17 MFED Ministry of Finance & Economic dev. 

19 MISE Ministry of Infrastructure & Sustainable Energy 

20 MEHR Ministry of Employment & Human Resources 

 

• Sector Outer Islands, Health, Social, Education and Environment (OHSEE):  

o 07-MIA, 08-MELAD, 14-MHMS, 15-MOE, 18-MWYSSA, 21-MLPID,  

Code Ministry Ministry Name 

07 MIA Ministry of Internal Affairs 

08 MELAD Ministry of Environment Land & Agricultural dev. 

14 MHMS Ministry of Health & Medical Services 

15 MOE Ministry of Education 

18 MWYSSA Ministry of Women, Youth, Sports & Social affairs 

21 MLPID Ministry of Line & Phoenix Islands Dev. 

 

• Sector Governance Sector (GS):  

o 01-OB, 02-PSO, 03-JUD, 77-PSC, 06-MFAI, 09-MM, 11-KAO, 12-OAG, 22-MOJ, 76-LC, 04-

KPS 

Code Ministry Ministry Name 

01 OB Office of Beretitenti (President) 

02 PSO Public Service Office 

03 Jud. Judiciary 

04 KPS Kiribati Police Services 

77 PSC Public Service Commission 

06 MFAI Ministry of Foreign Affairs & Immigration 

09 MM Maneaba ni Maungatabu (House of Parliament) 

11 KAO Kiribati Audit Office 

12 OAG Office of The Attorney General (AG) 

22 MOJ Ministry of Justice 

76 LC Leadership Commission 

 

The review of the Budget Transactions falls to the accountability of the Sector Economist. 

Step 1. After logging in, click the  to display the Internal Messages. Click the New messages box on 

the internal messages.  
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Step 2. The Internal Message will be opened and the list of all pending tasks and notifications for the 

user is displayed. Click on the ID of the notification for the Warrants, Supplements & Virements 

Voucher. This will open the details of the Voucher. 

 

Step 3. Click on Update Domain button on the displayed Internal Message screen. The system 

will open the screen for the Voucher for review.  
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Step 4. Review the entries made for the transfers. In reviewing the submitted Budget Transactions, 

the NEPO Sector economist should check the following. 

• For Development Fund Warrant, the amount is existing for the coding block of the 

Development Fund Expenses 1501/3201/01112/9/282198.  

• For Development Fund Transfers, the transfer from one NAC/division to another is within 

the same project. 

• For Supersede Warrants, the original warrant should be clearly indicated in the request. 

• For the Development Fund Warrant – Additional, the amount and the coding block should 

be clear that it is not part of the amount included initially in the budget planning. 

• For New Project Funds, the New Code for Fund Agency and Project should be created and 

approved. Refer to section 6.1 Register New Projects and New Fund Code 

 

Step 5. To download the attached file/s, click on the Attachments tab and click on the file name to 

download.  

To make sure that the Warrants submitted are fully documented, NEPO shall require as a minimum 

the following attachments. 

1. Project Brief 

2. Project Reconciliation Statement 
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Step 6. After the review, go up to the Transition field and select the “Review by NEPO” from the 

dropdown list. The Transition button is displayed. Click on it to proceed. 

 

Note: In case, the Voucher needs to be returned to prepared for modification, select “Return for 

Modification” and click the Transition button. This will be sent back to Prepared status. 

Step 7. Enter the step note as an instruction or information to the next approver user. And then click 

the Finish button. 

 

 

5.2.2 Issue and approve Development Fund Warrant by NEPO 

Issuance of Development Fund Warrant indicates that the Warrant or the budget transaction is 

already reviewed, and all necessary supporting documents are checked. Issuance of Development 

Fund Warrant will be done by the Senior Sector Economist.  

Step 1. After logging in, click the   to display the Internal Messages. Click the New messages box 

on the internal messages.  

Step 2. The Internal Message will be opened and the list of all pending tasks and notifications for the 

user is displayed. Click on the ID of the notification for the Warrants, Supplements & Virements 

Voucher. This will open the details of the Voucher. 
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Step 3. Click on Update Domain  button on the displayed Internal Message screen. The 

system will open the screen for the Voucher for review.  

 Step 4. Review the entries made for the transfers. In reviewing the submitted Budget Transactions, 

the NEPO Sector economist should check the following. 

Step 5. After the review, go up to the Transition field and select the “Review by NEPO” from the 

dropdown list. The Transition button is displayed. Click on  to proceed. 

  

Note: In case, the Voucher needs to be returned to prepared for modification, select “Return for 

Modification” and click the Transition button. This will be sent back to Prepared status. 

Step 6. Enter the step note as an instruction or information to the next approver user. And then click 

the Finish button. 

 

The issuance of the Development Fund Warrant will be done by the Senior Sector Economist, and 

the approval of it will be done by the Deputy Director and the Director of NEPO.  
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5.2.3 Approval of the Development Fund Warrant 

The approval of the Development Fund Warrant by the MFED SRO and the HVP will be done the 

same way with navigating the Internal messages, going to the transition, and clicking the finish 

button to complete the approval.  

This approval also indicates that the Warrant is now ready to be issued in Treasury so that the 

accounting warrant is issued.  

 

5.3 Issuance and approval of Development Fund Accounting Warrant 

The issuance of the Development Fund Accounting Warrant is now with the Treasury Project Section. 

This shall follow the same process with the review and approval of the Warrants.  

Step 1. After logging in, click the  to display the Internal Messages. Click the New messages box on 

the internal messages.  

 

Step 2. The Internal Message will be opened and the list of all pending tasks and notifications for the 

user is displayed. Click on the ID of the notification for the Warrants, Supplements & Virements 

Voucher. This will open the details of the Voucher. 
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Step 3. Click on Update Domain button on the displayed Internal Message screen. The system 

will open the screen for the Voucher for review.  

 

Step 4. After the checking, go up to the Transition field and select the “Issue Development Fund 

Accounting Warrant” from the dropdown list. The Transition button is displayed. Click on it to 

proceed. 
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Note: In case, the Voucher needs to be returned to prepared for modification, select “Return for 

Modification” and click the Transition button. This will be sent back to Prepared status. 

Step 5. Enter the step note as an instruction or information to the next approver user. And then click 

the Finish button. 

 

Step 6. Upon logged in of the ACG, follow the same steps from step 1 to 3. Select the Approve by 

ACG from the transition list. Then click the transition and finish it.  
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Note: At this point, the Line Ministries are now able to use their Development Fund Budget to 

process their Commitments, Purchases and Payments. 

 

6 Other Project Related Processes 
 

6.1 Register New Projects and New Fund Code 
6.1.1 Register new Fund Code 

Step 1. Navigate the Menu > Admin > Chart of Account > CoA Element Voucher 

 

Step 2. Click New on the screen. 

 

Step 3. Enter the details below. 
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Step 4. Go to the New Elements Tab. 

 



 

 

FreeBalance Confidential 

240 

Step 5. Click the New button. 

 

Step 6. Enter the details below. Please note of the last code available. The next available code should 

be entered here. 
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Step 7. Go to the Tab Side Element Roll into and click the new button. 

 

Step 8. Click the find button to display all the codes to link. 
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Step 9. Select the code then click the save and return button. 

 

Step 10. Click the Update button. 
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Step 11. Click the save button for the COA EV. 

 

Step 12. Click Ok on the displayed message. 
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Step 13. Go to Transition and complete the transition for the New Donor. 

 

6.1.2 Register new Project Code 

Step 1. Navigate the Menu > Admin > Chart of Account > CoA Element Voucher 

 

Step 2. Click the New button. 
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Step 3. Provide the details below and go to the tab New Elements 

 

Step 4. Click the New button. 
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Step 5. Provide the details of the new Project Code. Please note of the last code used. The Code to 

be used here is the next available code. Click on the Core element Roll into to select the parent roll 

up of the project. 
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Step 6. Click the Lookup button. 

 

Step 7. Click to select the applicable roll up code. 

 

Step 8. Click the Side element roll into tab 
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Step 9. Click the New button. 

 

Step 10. Select all the codes from the 6 side concepts. 
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Step 11. Click the Lookup button to display all the codes. 

 

Step 12. Check the applicable code for the new project then click the Save and return button. 
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Step 13. When all codes from the 6 side concepts are selected, click the updated button. 

 

Step 14. Click the save button for the COA EV. 
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Step 15. Click Ok on the displayed message. 

 

Step 16. Go to transition and select the Request for Verification from the list. Click the Transition 

button. 
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Step 17. Click the Finish button to complete the workflow. This will be sent to treasury for 

verification and approval. 

 

 

6.2 Completion and Acquittal of Projects 

The process of enrollment of Projects includes both enrollment for IFMIS Chart of Account purposes 

and enrollment to record the project details. This section shall guide the users in enrollment of the 

Project with the details from the project brief. 
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6.2.1 Enroll Projects 

6.2.1.1 Create new Project Code 

To enroll a new Project, the user will enter the details in the Project Pipeline. To do this, follow the 

steps below. 

Step 1. Navigate the Menu > Budget Planning > Budget Pipeline > Project Pipeline. 
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Step 2. Click the New button to create new. 

 

Step 3. Enter the project code. Please note that the project code should be the next available code. 

Enter the name of the project and select the “New” from the Type field. 

 

Step 4. Click the Lookup button on the Implementing Agency to search for the Donor. 
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Step 5. Enter the 3* to filter the project related Donors then click the Find button. 

 

Step 6. Click to select the Donor. 
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Step 7. Select the project Priority and complete the dates for start and end date of the project. 

 

Step 8. Complete the details for the Title, Summary, Objective, and the Recommendations. Click the 

Lookup button to link the Ministry implementing the new project. 
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Step 9. Add the Institution Type Ministry if the Implementing is Ministry level, Select Division if 

applicable. Click the Find button to display the list. 

 

Step 10. Click to select the Ministry. 



 

 

FreeBalance Confidential 

258 

 

Step 11. Go to the contact tab to add the details and click the New button. 

 

Step 12. Complete the applicable details and then click the Save and Return button. 
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Step 13. Go to the tab Region and then click the Lookup button. 

 

Step 14. Click the find button to select the Region. 
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Step 15. Clock to select the code 9- National if the exact region of the project is not identifiable. 

 

Step 16. Go to the tab Product output and click the new button. 
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Step 17. Add the details and then click the Save and return button. 

 

Step 18. Repeat the process to complete the list of Outputs. 
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Step 19. Go to the tab Fiscal Year, this is automatically added based on the Budget Planning enabled 

year. Adjust it based on the need for the project brief. 

 

Step 20. Go to the Component Activities to add the details of the Project Cost.  
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Step 21. Select the “Total Project Cost” from the component activity, enter the amount, and the 

Name. Click the Save and return button when completed. 

 

Step 22. Go to the attachment tab and click the new button. 
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Step 23. Add the title and import the project brief file. Click the Save and Return button when done. 

 

Step 24. Click the Save button when all details are completed. 
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Step 25. Click the Ok button on the message displayed. 

 

Step 26. Go to the Transition field and select the Request for approval. 
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Step 27. Click the Finish button to complete the transition. 

 

6.2.1.2 Update the NACs for the Project 

To add the NACs estimated for the project, follow these steps. 

Step 1. Navigate the Menu > Budget Planning > Budget Pipeline > Project Pipeline 
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Step 2. Click the Find button to search for the Project to update 

 

Step 3. Go to the tab Financing Sources. 

 

Step 4. Click the new button. 
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Step 5. Click the Lookup button on the Financing Source Element to add the NAC Code. 

 

Step 6. Enter the description to link and then click the Find button. 
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Step 7. Click to select the NAC to add. 

 

Step 8. Click the Lookup button to add the Donor. 
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Step 9. Enter the 3* to filter only the Donor Code for Project related Donors. Click the Find button. 

 

Step 10. Click to select the Code to link to the NAC. 

 

Step 11. Enter the amount then click the Save and Return button. 
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Step 12. Repeat the process to add all the NACs then click the Update button once completed. 

 

6.2.1.3 Update the NACs per year for the project. 

If the distribution of the NACs is needed per year, then the component activity of the total project 

cost is needed in IFMIS. To do this follow the steps below. 

Step 1. Navigate the Menu > Budget Planning > Budget Pipeline > Project Pipeline 
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Step 2. Click the Find button to search for the Project to update. 

 

Step 3. Go to the tab Component Activity and click the line for the Total Project Cost. 

 

Step 4. Go to the tab Component Activity and click the New button. 
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Step 5. Provide the Fiscal Year and select the NAC to add. 

 

Step 6. Enter the amount and then click the save and return button. 
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Step 7. Repeat the process until all NACs are added. Note that the total sum of the activities should 

be the same are the Total Project Cost. 

 

Step 8. Click the Update button. 
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6.2.2 Approve new Projects. 

Approval of the project in IFMIS means that the project is considered and cleared by the 

Development Coordinating Committee (DCC). To do this, follow the steps below. 

Step 1. Upon login, click the (i) and click on the internal messages. 

 

Step 2. Click the linked ID of the Notification. 
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Step 3. Click the Update Domain for the Project Pipeline to open the screen. 

 

Step 4. At this point, the enrollment of Project into the Chart of Account is already complete. The 

Chart of Account Code needs to be linked to this Project Pipeline. The enrollment of the Project Code 

to the Chart of Account is details in section 6.1 Register New Projects and New Fund Code Click the 

lookup button in the tab Project Elements. 
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Step 5. Enter the Project Code and then click the Find button. 

 

Step 6. Click to select the displayed code. 

 

Step 7. Click the Update button once done. 
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Step 8. Go to the Transition field and select the “DCC Approve” from the list thenc lick the Transition 

button. 

 

Step 9. Click the Finish button to complete the transition. 
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6.2.3 Acquit Project 

When a project is completed and the budgeted and received amounts are not utilized, the process 

of acquittal for the project is done. To do this, follow the steps below. 

Step 1. Navigate the Menu > Budget Planning > Budget Pipeline > Project Pipeline 

 

 

Step 2. Click the Find button to search for the Project to update 

 

Step 3.  
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Step 4.  

 

Step 5.  
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Step 6.  
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Step 7.  

 

Step 8.  



 

 

FreeBalance Confidential 

283 

 

Step 9.  

 

Step 10.  
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