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Document History

Versio ’ By Revision

1 2023-June-12 FreeBalance | Initial Version

2 2023-July-21 FreeBalance | Updated to include reports and process flow
3 2023-August-13 FreeBalance | Updated to include new process flows, Recurrent

Budget Internal Transfers, Virements, Development
Fund Warrant, Development Warrant Transfers,
Imprest and Advances process, and Guide to other
Transactional Inquiries discussed during the Line
Ministry Rollout.

4 2023-October-19 FreeBalance @ Updated to include.

® Removed Imprest Process. Transferred to a
different Document.

e Updated to include Department Warrants and
Removed development Budget related steps
to a different document.

Closing and cancellation of transactions
Add process of Deposits
o Update process on Pay to Others Payment

5 2024-July-12 FreeBalance ' Updated to include
o Frequently Asked Questions are updated.

o How to update PRs, POs, and
Commitment when it was created
from previous month

o How to check if PR has a linked PO, PO
has a linked GSRN

o How to check if the PV is paid or not

o And others.

® Prerequisites in entering the expenses section
are added.

o How to check the budget- through the
report and budget control screen.

o How to update all details relating to
the vendor.

e The process for vendor enrollment is updated
to include
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o the changes made in the bank
accounts and how to check the change
request created from it.

o The process of creating or updating
the Financial Institution and Bank
Branch.

The process on how to create Subledgers for
DNE Payments was added

The Process for Inter Ministry Transactions is
updated.

The Department Warrant- Budget Transfer is
added

6 2024-September-18 | FreeBalance | Updated to add the Fixed Asset Management

7 2025 - December -
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8 2026
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How to update Vendor’s bank account
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Error message in Closing Commitment
Error message in Closing PO
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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) to create 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 following.

e List of all the current business processes of the Government of Kiribati detailing the procedures
on how to record them in IFMIS.

e List of all the rules and regulations that are currently in place in the Government of Kiribati in
relation to processing of recording the Government of Kiribati (GoK) transactions to IFMIS.

e Steps on how to generate reports for use.

1.3 Intended Audience and Reading Suggestions

This reportis intended for consumption by government officials, subject matter experts, business analysts
and any other interested parties from the Line Ministries with the appropriate clearance from the Ministry
of Finance and Economic Development (MFED) and the IFMIS Project Management Office (IFMIS PMO).

1.4 Terms and Abbreviation

Acronyms Description

AA Accountable Advance
BATV Bank Account Transfer Voucher
CoA Chart of Account
COMM Commitment
CT Company Tax
CPU Central Procurement Unit
FP Fiscal Period
FY Fiscal Year
9
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GSRN Goods/Services Received Note
HVP High Value Procurement

HOD Head of the Division

IFMIS Integrated Financial Management Information System
GL General Ledger

GRP Government Resource Planning
I\% Journal Voucher

LM Line Ministry

LVP Low Value Procurement

MVP Medium Value Procurement
NAC Natural Account Code

PEP Payment Extract Payment

PO Purchase Order

PV Payment Voucher

PR Procurement Requisition

SAM Security Access Matrix

SRO Senior Responsible Officer
TIN Tax Identification Number

™ Treasury Management

VAT Value Added Tax

VLVP Very Low Value Procurement
AT Asset Transfer

CA Custody Assignment

Al Asset Item
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2 Line Ministry Users and Processes

All processes for the Line Ministries are listed in this document namely.

e Preparation of Procurement Requisition Form

e Preparation of or Local Purchase Order

e Acceptance and Inspection of Goods/Services Delivered

e Invoicing of purchases

e Preparation of Internal memo to pay expenses.

e Approval process for these transactions

e Preparation of Payment Vouchers,

e Recording of collection and printing of General receipts.

e Recording of adjustments and inter-ministry transactions.
e Use of reports for analysis and reference.

e Preparation of Department Warrants, Budget Transfers and Virements

2.1 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, Firefox, 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:

Login

Username:

Password:

-

LOGIN
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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:

Change Password

= Mew Password E.*l
= Confirmation password

DO NOT SHARE YOUR PASSWORD WITH ANYONE.

When the user needs to reset his/her own password, they need to navigate the Menu > Admin > System

Security > Users > Change Password.

-" Admiin System Security »

change Password

The landing page is now available for the users.

= Repubiic of Kiribati E

Freeil e FimuBalanes Application Suils e’

o

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.

° HMenu: When clicked, it will display all screen access allowed to the User

° n Favorites: When clicked, it will display all favorite Menus as updated by each user.
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E 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.

° E 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

. 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

e have 5% New
et e

Dashboard
=

Session Details

Wz fhi_bdhsisrmie.

18 15115
Largisages Englch.

Legout

e 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.

e 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.

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

e Logout: Button to logout from IFMIS

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

2.2 List of Ministry Processes

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

# Business Process

IFMIS Process GoK User Role System Function

I. PURCHASING MANAGEMENT

Enrollment of

Unlisted Vendor/s

13
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if Vendor required is already
listed in the system

Personnel from respective Line Common Entity-
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# Business Process

Process
Procurement
Requisition Form

Procurement
3. Process for MVP and
HVP

Process Local
4, Purchase Order

Process Delivered

Goods/Services
5. Acceptance and

Inspections

IFMIS Process

Create Vendor if not in the
system

Send the created Vendor for
Approval- (select if
Company/Vendor, or
Employee/Beneficiary)

Update Vendor Bank Account

Create new Financial
Institution

Add Bank Branch to a
Financial Institution

Create Purchase Requisition
(PR)

Review and endorse PR

Approve PR

NA

Create Purchase Order

Review Purchase Order

Approve PO

Accept delivered goods and
Create Goods/Service Receive
Note

Inspect/Approve
Goods/Service Receive Note

Il. COMMITMENT MANAGEMENT

Process
Commitment Form

Create Commitment

Review and endorse

Commitment

Approve Commitment

—
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GoK User Role

Personnel from respective Line
Ministries (LMs)

Accountants/Senior Accountants of
Respective LMs

HOD of Respective Divisions

Procurement Officers

Account Officers/ Accountants /
Senior Accountants

Accountants / Senior Accountants

Secretary, Deputy’s, Directors,
Accountant General

Assigned Personnel from respective
Line Ministries (LMs),

HOD of Respective Divisions

Assigned Personnel from respective
Line Ministries (LMs)

Accountants/Senior Accountants of
Respective LMs

HOD of Respective Divisions

System Function

Purchase
Requisition

Purchase
Requisition

Purchase
Requisition

NA

Purchase Order

Review PO

Approve PO

Goods/Services
Receive Note

Approve GSRN

Commitment

Review
Commitment

Approve
Commitment



Business Process IFMIS Process

I1l. ACCOUNTS PAYABLE AND PAYMENTS

Prepare Payment Voucher

Invoicing

Authorize PV by Line Ministry

Create, Endorse, and Approve

Recording of Outer Commitment

Islands expenditure

from Purchases Prepare Payment Voucher

Authorize Payment Voucher

IV. REVENUE AND COLLECTION MANAGEMENT

10.

Prepare Revenue Voucher
Recording of
collections
Approve Revenue Voucher at
the Line Ministry level

Recording of Outer Prepare Revenue Voucher

Islands collections .
Review Revenue Voucher

V. ADJUSTMENTS, GENERAL LEDGER, AND ACCOUNTS

Recording of
Adjustments/ non-
cash or credit
transactions

Prepare Journal Voucher

Review Journal Voucher

Recording of Prepare Accountable Advance

Request for
Advances/ Imprest | Authorize Accountable

Advance at the Ministry Level

VI. BUDGET REALIGNMENTS AND TRANSFERS

FreeBalance Confidential

Prepare Budget Voucher
Request for Budget

Internal Transfers
Approve Budget Voucher by

Line Ministry

Request for

Prepare Budget Voucher
Virements p &
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GoK User Role

Accountants / Senior Accountants

Secretary, Deputy’s, Directors,
Accountant General

Island Treasurers

Island Treasurers

Island Treasurers

Cashier/Accounts
Officer/Accountants /Senior
Accountants

Accountant General/ Directors/
Secretaries

Island Treasurers

Island Treasurers

Accounts Officers /Accountants/
Senior Accountants

Deputy’s/ Accounting General/
Directors/ Secretaries

Accounts Officers /Accountants/
Senior Accountants

Deputy’s/ Accounting General/
Directors/Secretary

Accountants/Senior Accountants

Secretaries

Senior Accountants/Division
Directors

System Function

Payment Voucher

Payment Voucher

Commitment

Payment Voucher

Payment Voucher

Revenue Voucher

Revenue Voucher

Revenue Voucher

Revenue Voucher

Journal Voucher

Journal Voucher

Accountable
Advance

Accountable
Advance

Warrants,
Virements &
Supplements
Voucher

Warrants,
Virements &



# Business Process

Record Department
Warrants

VII FIXED ASSET MANAGEMENT
Process

Procurement
Requisition Form

Process Local

7.
Purchase Order
Process Delivered
Goods/Services

8. Acceptance and
Inspections

9. Invoicing

10. | Asset Registration

Asset Transaction -
11.  Work in Progress
managed by GOK
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Approve Budget Voucher by
Line Ministry

Prepare Department
Warrants

Approve Department
Warrants

Create Purchase Requisition
(PR)

Review and endorse PR

Approve PR

Create Purchase Order

Review Purchase Order

Approve PO

Accept delivered goods and
Create Goods/Service Receive
Note

Inspect/Approve
Goods/Service Receive Note

Prepare Payment Voucher

Authorize PV by Line Ministry

Create Asset Item

Review Asset item
Approve Al

Posted in Asset Register

Create Asset Transaction

S
FreeBAalance

GoK User Role

Secretaries

Accounts Section

Accounts Section

Personnel from respective Line
Ministries (LMs)

Accountants/Senior Accountants of
Respective LMs

HOD of Respective Divisions

Account Officers/ Accountants /
Senior Accountants

Accountants / Senior Accountants

Secretary, Deputy’s, Directors,
Accountant General

Assigned Personnel from respective
Line Ministries (LMs),

HOD of Respective Divisions

Accountants / Senior Accountants

Secretary, Deputy’s, Directors,
Accountant General

Assigned Personnel from respective
Line Ministries (LMs)

Accountants / Senior Accountants
SROs and HODs

Internal Audit

Assigned Personnel from respective
Line Ministries (LMs),

System Function

Supplements
Voucher

Warrants,
Virements &
Supplements
Voucher

Purchase
Requisition

Purchase
Requisition

Purchase
Requisition

Purchase Order

Review PO

Approve PO

Goods/Services

Receive Note

Approve GSRN

Payment Voucher

Payment Voucher

Asset Item created

Review Al
Approve Al

Asset posted

Create AT



# Business Process

12. | Custody Assignment

13. Asset Transfer

14. Disposal of Asset
Fixed Asset

15. Revaluation/Devalu
ation

Asset Maintenance

16.
of Registered Item
17 Fixed Asset with
' Insurance
17
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Review Asset Transaction

Approve Asset Transaction

Create Custody Assignment

Review Custody Assignment

Approve Custody Assignment

Prepare Asset Transfer

Authorize Asset Transfer

Prepare Asset Transactions to
disposal (Sale/Retirement)

Review disposal
(sale/retirement)

Approve disposal

Post in Asset Registry

Prepare Asset Transaction
(Revaluation/Devaluation)

Review Asset Transaction
(Revaluation/Devaluation)

Approve Asset Transaction

Prepare Asset Maintenance
policy

Approve policy

Create Maintenance Schedule

Approved schedule

Prepare Asset insurance
policy

S
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GoK User Role

Accountants / Senior Accountants

SROs and HODs

Assigned Personnel from respective
Line Ministries (LMs)

Accountants / Senior Accountants

SROs and HODs

Accountants / Senior Accountants

SROs and HODs

Assigned Personnel from respective
Line Ministries (LMs)

Accountants / Senior Accountants

SROs and HODs

Internal Audit

Assigned Personnel from respective
Line Ministries (LMs)

Accountants / Senior Accountants

SROs and HODs

Assigned Personnel from respective
Line Ministries (LMs)

SROs and HODs

Assigned Personnel from respective
Line Ministries (LMs)

SROs and HODs

Assigned Personnel from respective
Line Ministries (LMs)

System Function
Review AT

Posted in Work in
Progress Item

Create CA

Review CA
Approve CA

Create Asset
Transfer

Approve Asset
Transfer

Prepare Asset
Transaction

Review disposal

Approve disposal
Post in Asset

registry

Prepare Asset
Transaction

Review Transaction

Approve
Transaction

Create Maintenance
policy

Approve
Maintenance Policy

Create Maintenance
Schedule

Approve
maintenance
schedule

Create Insurance
policy
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# Business Process IFMIS Process GoK User Role System Function

Approve insurance

A i li SROs and HOD
pprove insurance policy san s policy

Assigned Personnel from respective Create insurance

Create insurance claim . e :
Line Ministries (LMs) claim

Approve claim -
Report insurance claim Accountants / Senior Accountants prepare revenue
voucher

3 Purchasing Management

The Purchasing Management module manages all the processes involved in the utilization of budgets.
The creation of a Purchase Request (PR) or Commitment initiates the process. The PR/ Commitment is
not saved unless there is an available budget and/ or Warrant. Once PR/ Commitment is approved, the
commitment is automatically created of a Purchase Order (PO). The approval of PO will automatically
create Commitment and close the corresponding PR. The system will validate the amount of
Commitment not exceeding PR amount. It will be validated by the system in terms of available Warrant.
The approved PRs will proceed to the procurement process, using the MFED procurement process
outside IFMIS. Once procurement is done and the vendor/supplier is determined, the transaction, it will
be recorded in IFMIS through the creation

Isauead
Accounting
Wamant
o R
. Accounts:
Prapara Accounts: Record
Fumhﬁ Sl s ltems received
_ Requisition
S —— B
s I
[ =] L
W -
Accounts: 525-’&1?5!;!‘:;}!: Suppliers Accounts: Inspect
Endorss PR P aviaw Items recehved
R T
F c -
_|9 c +— ;
HODa: Approve u SROS: Approve
FR R PO )
E
[T] |
po "
Coosmrribmesnt M
- T Commitment

Budget
Control

3.1 Pre-requisites in recording of Line Ministry Expenses

Based on purchasing plans and necessary purchase of goods or services, users must first Purchase
Requisition.
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To prepare the Purchase Requisition, follow these steps.
BEFORE YOU begin preparation of PR, check the following:

1. Does the account code (coding block) under which you want to raise the PR, has available
Budget? For the correct account code (coding block) refer to the Chart of Accounts (COA)
file already provided to you.

2. If Budgetis not available, raise a request over mail for Budget Transfer with your Senior
Accountant (Accountant in case of few Ministries). Refer to Section = of this manual for the
process for Budget Transfer.

3. Do the vendors from whom you have received quotations available in IFMIS? If not, add the
vendors.

3.1.1 Check if Budget is available.

3.1.1.1 Check if Budget is Available through report

To see the Warrants and Allocations Available for the Division, users may use the Financial Budget
Overview report as a reference. This is generated from the system. Once downloaded, users must now
make sure that this report is saved for future references.

To generate the report, follow these steps:
Step 1. Navigate Menu > Budgeting and Appropriations > Reports > Financial Budget Overview Report

- Budpeting & Appropriations * Reports

Budget Update Transfer Voucher Repaort

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

Overview Report

PDF EXCEL MLEX RTF DOCX QDT ODs

* Fiscal Year FY 2023 -

* Budget Control Type | | yyMeNT M

Comment
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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. To add the filters, do the following

Organization/Subhead: Add the codes for the Ministry in the Element from and to.
Fund/Funding Agency: If the report is for Recurrent Budget, then add the 1101- Conso Fund, but
if it is for Development Budget add the from number as 3101 and the To element as 3299
Project/Projects: Leave blank filter by project is not needed, otherwise enter the project code
Location/Region: Leave blank if not needed.

Economic Classification/NAC: Leave blank if not needed.

Hierarchy Rollups co& Elements

Cading Blarck Fltar Typs

Hisrgreticnl Cuding Bluce Elamenls -
Segment Cnnospr Group Is Hide: Fram Flensent Filrer T Flement Filter Filter
Flrmesnt
1 rum
Ard 1o
Filter
CREANLEATION - EUH_HEAD - SUB_HEAD - n — 1701 Lyl |
FUND - PG - FLSGING AGERNTY e n 1101 1101
FRAILLC] - PROJLL T - FRUILC TS - u
IOCATTON - AFRGTON  RRCTON - u
LCUMCMLL ULARSL JCa) L ¥ PO - MATURAL ACCUUNT CULH ¥ n

Step 4. Click the xIsx button to generate the report.
Overview Report

e e e naE

HIF [ T s

Hierarchy Rollups COA Elements

oding Bleck Fher 1yps

Hierarchicad Coding Black Elemants -
Sefarent Concept Group Is Hide From Ebcmcit Filc T Edcarpcint Filiy
Flemcint
From
Amel Tar
Filuer
CRGANTFATICN - ZLIR. HFEAD - SHR HFAD - ﬂ 1701 171N
FLRLD " FUMIG - UM MG AGENLY = ﬂ — L111 (B
FROIFCT - PROJIECT PROIECTS - ﬂ
PR IO - HEGICIN - HEEI0N - ﬂ —
LOTINOMLS CLASSN ICATID - MNAL - HAIUKAL ACCOUNT SO0 - u

Step 5. Click the (i) and click the Internal Message

Owvervicw Report

EEN EN N EE B e e

Hierarchy Rollups OOA Elements

HEDUONC OT H

Internal Messages
el e G R MRoopas
il » fElirIng APPSO
Dashbaard
=

ol ook Akt TSt Srding s Dements -

Sagiient Concept
b
Aund Tu

| Fallizr

Group [sHide Fram Element Filoer Te Bk Fileer Session Details
Elumrant

(L N

D HIE T TR - HUH_AFRMT =05 _H-als —_— 1417 T
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Step 6. Click the linked ID of the notification for the generated report.

Tnternal Message

Sclect Status  From n Subjoct

0 @ [Tiaka Tabe -. \eport Server Notification - Financial Budget Dverview Repor

Step 7. Go to the file and click the link to download.

Internal Message

Subject Report Server Notification - Financial Budget Overview Report

Body Report Financial Budget Overview Report With Report Server ID: ID:WIN-
AVHO2F8TMOV-58990-1698405304863-5:14:1:1:1 it is Ready P

Send Email

Requires Action

Receive Read Notice

OO0

Receive Action Notice

Posting Date 3/11/2023 14:14:19

Reading Date

Due Date
Action Date
Attachments
Attachment Information File Name (Click to Download)
Title:Financial Budget Financial Budget Overview Report-1D: WIN-
Overview Report AVHO2FSTMOV-58990-1698405304863-
5:14:1:1:1 . XL5X
Rv:
Step 8. Refer to the report generated. The highlighted cells are converted into the coding block. The line
means.

Coding block: 1701/1101/00000/91/221311/011

Original Budget: This is the original amount from the Accounting Warrant

Current Budget: This is the revised Amount after virements and transfers.

Payment Voucher Amount: All PVs and actuals

Commitment/Purchase Order: These are charged from approved POs and Commitments
Commitment/Purchase Requisition: These are charged from approved PRs.
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. I
(LI TE FarpnEml
Cinring ek chruqanal NMudagek Cmrent Budget Corriad orinal HE ol i [mm:::‘::;mr.l |Il||:hi::] Bcmlable Nadnnre I
. o e [ © e
1011 Adminisirulinng R R TR o 1xe0,00n a0 a8 LI R E TS RO g 120" 1,143, 5758%
1001 Rrwsmmeant ot Kidhsti i RRIRE T 13600004 7%, 00000 e TRl | 1374017 1,103,5713.5%
000D Hot Befned r 1,236,076 LGl 176,04 35,000,00 -T 3356150 33,407,531 L.iﬂ.élr 1, 10%,538.55

1 Galleca L Tedinins { Taawa) r (1100 v )

LILTLY Svmsnad Soazenm | s [REYE) F g r 10n
. r e L r . r .y . r e T F r -

% Malional 1,0000,1 Sh 1,560,1 0.014 5, LD ELASANR ELHIS 17540 1,742,571.58
1IF | Carpany Tax - R F L - F [EX EY
2LILL S T 3 anEdn 03,670.40 - . - - T W3LENEAD
231313 Housi g azistance i t1izEan 11,2800 € R L, B2 v 1002500
AIL1L% Bllraumneec " BT A N F K.l
ST Gl r s EIRER " AN,
TN A Tempe ey heelebanee F ‘I'I'-I'I.'lr 14,150 o4 - - L s ERCAN
2ILILT Lo Grants " Tzo00a0T rzoce|  TRUATTTONOOGOOET 2T - i 72,000
212111 #°F Conlr Diions T FERE 23,001.53 . - i
AILTLT Cuipecl Loty Saviue Lonas r T T P10 AR F T 3, 44858 F
SETELT CI Mg S ke " I IRRAD e sl IERICIR L " o | "

D341 1 Barcbment- debsrbmamant Free | = menan” 12,6051 " EEEES aenf amal
232L) Fpal s and Valhonences Shice Dulh - - - i ESI] - i

3.1.1.2 Check if Budget is Available through the Budget Control

For individual Coding Blocks, the user can check directly in the Budget Control. Details of the
Commitment, PR, PO, PV Numbers are also available.

Step 1. Navigate the Menu > Budgeting and Appropriations > Budget Control

'- Budoeting & Appropriations

warrants, Supplements & Virement Voucher

Commitment

0 Reports

Step 2. Provide the Filter data as follows.
Budget Control

ojaj=f e F

Budget Control Type

ALLOTMENT v A —
Fiscal Year .
i FY 2024 . h

wiorkflow Status

If the Coding Block is known, enter the codes in the Coding Block field.
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Budget Contral Type ALl OTMENT .

Hiscal Year By 2024 .

Rudget Offire

Wior ko Slalues
Allow To Excesd

Cioding Block

1801/1101/00000// 2201132 - -+
. &

Step 3. Click the Find button.
Budget Control

lojals

Budget Control Type ALLOTMENT - "—
Fiscal Year Fr 2024 4 "_
Wwiorkflow Status -

Step 4. Hover the cursor to display the descriptions of the Codes. Click to select the coding block to

check.
Fnlepl Fie al Wi Fomlepel TR iy Blank ek Statlos Workfles Frisams Sl
Coontiel
Type
BLLOTHEMT a4 1801 AS0L L0 ODDDRAVEZRLLT aRryed Approved
ALLC ML i JLLIFY LEC L LU LN NG L L Aparmved approved
ALLCTHEMT 074 1am 120152101 N000QDFIELLD Gaaived ALDroEd
ALLCTHEWT 034 1801 AS0Lr L L0L0DDDQEZTLI SRROIVCd Aporoved
ALLCITHLMT @i FLLIT LS LU LI S L L Azarmed appraved
ALICTHENT 074 180 18015 1 01 NODONMEIGT ] Gomwed Annroed
ALLCTHEWT 04 LE0L Gruved Aporoed
ALLCTHLHT &2dd JLLTS aaarwyed SERravEd
BLIGTHENT 3034 1ani &ranwed Annrged
ALLCTHEMT 2024 1801 Ganied ALOroed
BLLOTHEMT 204 FLLT Gy Aporoved
ALLCTHENT 5034 1A AENT ORI G5 ITAD - Admireslraiion LIRHEAS)
SLICTHENT 2034 1801 430450101 HODDNADETT] HIMORE: MAHOY - Gavemment of i Approed
e 2 um g IO T .
QULCTHENT 2l 101 AES LRSI A URAL ALLOUN | LD - Local sztiorcry 2re bupplics | Setuseee]

Step 5. The following details are displayed.

1. Coding Block: This is the budget coding block of the transactions. The transaction coding block
for this is 1801/1101/00000/91/229112/109

2. Original Amount: Displays the amount that is generated from the Budget Planning. Or this is
the equivalent amount of the Budget in the Budget Book for Recurrent Budget. It is the original
amount pledge from Donors or Opening Balances if it is Development Budget.

3. Transfers Amount: This is the sum of all transfers made, this is DW if it is Recurrent Budget, and
all warrants if it is Development Budget
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Updates Amount: These are all the amounts added. It is Statutory Budget or Supplementary
budget

Current Amount: This the equivalent of Revised Budget.

Payment Vouchers: This is the sum of all posted vouchers. This is posted from Payment
Voucher and/or Journal Voucher if it is Expense Accounts. This is posted from Revenue Voucher
and/or Journal Voucher if it is Revenue Accounts.

Commitments (Purchase Requisition): This is the sum of all Purchase requisitions approved.
The other screen is Commitments (Purchase Order/Manual) This is the sum of all Commitments
made and all Purchase Orders approved.

Available Balance: This is the current and real time available budget balance.

Paid Amount: This is the sum of all vouchers paid.

* Budget Control Type ALLOTMENT

* Flscal Year Y 2024

* Buclget Office 1801 a
= Workflow Status porove

Workllow Process Slatus Anproved

= Allow Ta Excend M -

* Coding Block

(-]

1801,/1101/00000/9,/229112 H

* Currency P
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Original Amount (Forelgn}

Transfers Amount AUD 421000 “ Q)
Updates Amount AUD a0 Q)

Original Armount AUD

Current Amount ALD 9 765.00 @
Allacated AUD .
0.00
Unallocated Amount AUD 9 765.00
P v e I

Fayment Vouchers ALD 5 193 3

B
©

Commitments (Purchase order / Manual) AUD
Commitments (Purchase Raquisition) AUD 3 6511.00 @)
Avallable Balance ALD o e

4,050.85 @

Paid Amount AUD

Step 6. Click the Details button beside the amount to drill down the origin of the amount.

Original Amount AUD 12 75

Criginal Amount (Foreian)

Step 7. For the Original Amount, the source is the Budget Planning. This is the amount that is available
for the Line Ministries Divisions for from the Budget Book.

Hpdate  18em Moo Discal Pemod D= rmprhine Currency [T Creit
Woucher

Ha.

U ARLIGHY Tk bl Iieclpe P Doz Sl AL 1157500 n.0n
2417 Asnlng

TR '
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Table 18(b): HEAD 1E - MINISTRY OF WORMEN, ¥YOUTH, SPORTS AMD SOCIAL AFFAIRS BUDGET - 2024 cont'd

‘Sooial

cede Deseription 205 Budger mm ahnd Busgen 2009 BRI VR Spert Wellasre  Youth  Wamen HEO Dinability

sad 2023 Favised [£) -

4] nz 3 4 ns 1] a7
22711 |Lncal Arfaress Shiptars=s &40 B 5 4R i S TETR 18R4 SEED R N0, ARRR F A
AL (Trae Alcsarce PRI 2,00 0
IATME (Imd Trawes- MisC Inckdental 12518 12,518 2 00 230 A56A 2250 1170 129
273 Bt Trawel Per Dism 128,202 155200 El 102 93,100 36,261 4,544 10gst 4,740 1.B0& 3,800
2ITNZ |Ewteraal Trave- Afane T8, 164 T8, 164 45,000 4,525 14 285 2,300 4,000 T.0e0
22FAS |Ederre Traves- Tad Hire [RIL] 1000 16,950 10
FITHA (P Trememd- Mlss Ineckderal 1,600 1,600 1200 300
M2 (Lucyl Fa Dems it paba U] o2l 4470 ada (B =l
2811 |Local Training- Calering A0 X EN 43475 0275 1R, A50 1350 16 00
22913 |Local Tranng- Remburssrent E,580 [ 1,500 1500
228214 |Local Tranng- Fees o resemsrs 3,100 L) 1,500 Eco
220215 |Local Tranng- Hire of werie 11,6850 4200 1,650 1000 3000
228299 |Lncal Tralnng- (Others) 11, 7RR 000 4310 4,800 ZERR
2N (Urerses | ravmy) | ses U 2100
220111 |Lncal Prrdng 5,60 5 RO 1,600
220112 |Local Stat A Sappes 5540 26545 I7.026 5ATE 2000 600 1476 1080
m‘fﬂﬁrﬂin 3 e e - ——
L2013 |Sewerags 1,200
Célion: Fouip, Fumiune: and Softea-
229011 (Lucal i ] 2104 1,400 A il] 2,00 S0y
22U [Suredy Pulchses [Loca) i, (]
Cilfice Eopip, Fumburs and Softesn-

2235911 |Cresrzeas 1E,895 15858 16,415 530 15,4158

Step 8. Drill down the Transfers Amount details to check the DWs posted.

QOriginal Amount AUD

Qriginal Amount (Foreign)
Transfers Amount AUD

Updates Amount ALD

Step 9. The list of the Updates or DWs is listed.

Ihpelade  Tkem Ko, Di=eal Period Nesenpdion ey Mehik Clradif
Winwher

i

WAL A= To up sudget bor HY awstardicg AT L A1
M5 2023 Imprest £144833 | it

HiEL] : T heer il

Step 10. Click the Details button to check the source Vouchers of the Actuals.

Payment Vouchers AUD I

Commitments (Purchase order / Manual) AUD

Step 11. The list of PVs are displayed.
BEu ‘Control

lournal  Teem Fiscal Period Descripion CRTTENCY it Credic Woadher Souroe Source Document
Wancleer Ka Munnber

Hir.

I ‘ A HE Prcboaopker bon e 0800 0.00 payrent Wourh w4 1R T3
TR

HaE-11-

e J G BTH Fradeanpisn Lo i 2SR W e
2l

MR-

[

- 3 1L Pradenp s (EERIN] WU Pyresnl S i

FITEC
HALTH
(L
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Step 12. Click the Details button of the Commitments/PR to check the source transaction.

Commitments [Purchase order / Manual) auD

Commitments [Purchase Requisition) ALD

Step 13. The list of PRs are displayed.

o -

Cannrmilonend Blem b Fisal Berimld Urziriplin AnrreEny Hulursas Amnemni VI A tual Cialigatenl Repuinil inn B,
M.
woedd 3418 MEK rehssng AL 20100 25000 [ o 000 p3 24 954152

ks st I in

Step 14. Click the Paid Amount details button to check the PV source.

Paid Amount AUD

Te Artive m
Step 15. The list of PVs are displayed.

Youcher Woucher [kem Ni=cal Perind Desmcriphiom Lsfrt Auvpund: D Credit fmount I Youcher Source
Muriber  Hunuber

B ] " Iabacapier Sorer Z05.00 ek aucher
L]

h=gd- - PR Falizepien G S .

i B [T . L6000 e

IH 158

B Iabacopier SHrer 52500 FEmEnk Woudher
-l

"'f"Eil'__ i aliticanal (s i w1ha i AN I

- T3 , "

B "'.&_ 3 -1 e L s e v il 31250 Farginm HI
L6 DR S 3 demil

Step 16. The most important detail that this screen is to provide what is the available balance of the
budget.

Payment Vauchers ALID
Commitrnents (Purchase order / Manuwal) AUD

Commitments (Purchase Requisition) AUD

-
Available Balance AUD | : I ,_
'-

Paid Amount AUD

27

WCOW‘M%UQ/

e




S
FreeBalance

3.1.2 Check the Vendor details

3.1.1.1 Check if Vendors are existing.

This is to ensure smooth flow of transaction recording. Follow these steps to check if Vendor is available
for selection:

Step 1. Navigate the Menu > Admin > Common Entities > Vendors > Vendors

‘ Admin > Common Entities > Vendors

Vendors

_hL_ﬂAIJ_
Step 2. From the Vendor screen, type the First Name, last name or a keyword to identify the Vendor’s
name. Ensure to use * to be placed before and after each word. Example as shown below.

Vendor

KH KW EE e

| Search Mode |

Code
Eligibility Status

Marme *Housing* h

Short Name

Step 3. Click the Find button.

Vendor

ojals

Code

Eligibility Status

Name
ems *Housing®

Step 4. The system will provide the list of Vendors, with names that matches with the filter selection.
Ensure that the Vendor you are looking for is in the list. If not, request enrollment of a new Vendor and
follow the steps described in next section.
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Vendor

| Selection Mode |

Code Name Short Name

KO050000106A Kiribati Housing Over payment
KOO50000108A Kiribati housing overpmt

3.1.1.2 Create of New Vendor

Step 1. Navigate the Menu > Admin > Common Entities > Vendors > Vendor

‘ Adrmin > Common Entities » Vendars

Step 2. Click the New button.
Vendor

[ Search Mode ]

Code

|
Step 3. Enter the Name and Short Name

* Name

Short Name

Step 4. Click the Lookup on the Vendor Classification Type Click the Lookup on the selection screen
displayed. Then click to select the applicable type.

Vendor Classification 01

= Wendor Classification Type

Bank Account ﬂ
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Vendor Classification Type

o1 als

[ Search Mode ]

Vendor Classification Type

(o jals ] x|

Application MName

ID

i Wendor

2 Individual

3 Island Council
4 S0Es

3 Union

Step 5. Click the New button in the Bank Account

* Vendor Classification T

Bank Account

b T ’ ]
Step 6. Provide details on the Bank, Bank Branch, Currency, Account Number and Account Name.

Bank Account

+ Financial Institution ANZ Kirihati - "F
* Branch ANZ Kiribati v —
» Currency AUD - F
+ Account Mumber 00000001 P
IBAN
Mational Transfer Code
"+ Bank Account Name Wendor Account Number ‘F

A

Step 7. Click the Save and Return when the bank details are completed.
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Comments

Intermediary Bank BIC

+ Is Active

+ Created On

16/7/2023

Commercial Bank Account Name

a=s 000

Step 8. To add the Address information, follow procedures defined below.
- Click on the Address tab and click New.

* \fendor Business Types

- Select the applicable Address type by clicking on the dropdown list.

Is Main ? ]
= Address Type I Unknown .
"~ Emergency )
Country Home ‘
Mailing
Permanent
Region Routing Information ‘ B
Temporary

Unknown

Region Mame

- Select the Country, again by clicking on the dropdown field.

Country Kiribati - ——

Guinea <
Region Guinea-Bissau

Guyana

Haiti

Region Name Holy See

Honduras

Hong Kong

Location Hungary

India

Indonesia

= Address Irag

Ireland ‘
Israel

Ttaly

Jamaica ‘
Japan

Jordan

Kazakhstan

Kenvya

s el

- Enter the full address of the Vendor from the along with the PO Box.

Zip Code/PO Box
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» dddress Type Wark .

Country Kiribati -

Region Name

Location
w
= Aeldee
s Babg, South Tarawa -
=
Fip Codey/ 0 [ -
I Condiy oK 10z

- After all the details are indicated, click the Save and Return button to go back to the main screen.

Is Man ¥ |:|

« Address Type
dresss Ty pes Work -

Countny Kiribari -

Region Mame
Location

= Address
e Betic, South Tarawa

Zip Code/PO Box 102

Step 10. Add the Vendor Contact Information.
- Click on the Contact tab and click New.

-—

* Addresses * Vendor Business Types

Select Contact Type Contact Value

- Select the applicable Contact type by clicking on the dropdown list.
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Is Main ‘:]

= Contact Type

= Contact Location Type Electronic Mail

Fax

Mobile Phone
= Contact Value Pager

Phone

Web Site
Description

- From the Contact Location type field, click on the dropdown list and select applicable location
type.

= Contact Location Type| Unknown - "
Emergency
= Contact Value Home
Mailing
Permanent
Description Temporary
Unknown

- Enter the Contact value. If phone or mobile number is the current type selected, then indicate
the Phone Number. If Electronic Mail, then set the email address of the Vendor

Is Main D

* Contact Type Electronic Mail -

= Contact Location Type Work -

= Contact Value
tkaoten@moe.gov.ki |

- After all the details are indicated, click the Save and Return button to go back to the main
screen.

= Fan D
= {inmtack Type
¥ L lectronic Mo -
= Conlack Location Types Werk
! -

Contact Value thaoten@maoe. gow. ki

Crescription

@D

- Do the same process in adding a new Contact information.
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Step 11. Select the Business Vendor Type. Click on the Vendor Business Type tab. If the Vendor added is
not an employee, remove the Employee value at the right column and bring it back to the left. If vendor
entered is an Employee. Leave the information as it is.

i i m

Beneficiaries
Others
Suppliers

Beneficiaries
Others
Suppliers
Employees

To select the proper Vendor type, click on the selected value from the left column and bring it to the
right

= addresscs * Contads * Vendor Business Types Institute

Beneficiarics
Dthers

Supnliers

Emiplayeeas

Suppliers

Beneficiaries
Dthers

Employees n

- -

Step 12. Before saving, ensure to Attach the scanned Transaction form to support the request made.
- Click on the Attachment tab and click New.
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15 1IN NUmDar Cxempt _l

= hddresssg * Contatts ® wendor Businsss Types Instiutions

Select Information Download

- Define the Attachment Title and Description

Application ID

Attachment Classification

h 4
Application Language English -
e Vendor Transactional Form
#~
Description ) . -
Transaction form for new Vendor- 3 Rise v -
Truck Hire Services y

Choose File | No file chosen
« Attachment [ Choose File |

- Click on the Choose file button. This will open the user’s local PC folders. Search and double click
on the scanned file required to be attached.

_fﬂw

| - - 4 = Freg. » KIRIBAI w i)
Application 10
Organize = Mesw falder
Attachrment Clessification v e itk aroess Hame
@ Desktep 4 B szun Tracker- RIS Kiribst_D801E063

Applcation Languags .

Eraylist gz

4 4 Downloads 8% Language Catalagus Changes
Docurents &
" d : .
itz Wender Transactional | P Pctures » E MOF Supplier list (1]
I . Ipplicatiorisar E Hetes
aescriphion -
Irensaction farm forng
Trurk Hire Services b Luge B Projuct Plan - Kiibali (ug 2023
KIRIBETI S -
o fle chosen £ Transactionsl Form- 3 Rise Track Hire
v amtachment | T
Cate Tirre B UNEPSC Al SRS
o I s PG
Ciale - I [ R
- After all the details are indicated, click the Save and Return button to go back to the main

screen.
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Irvforrmsstiom

Mpplicaon ID

Artachment Classification

-

Application Language Frighsh il
" hirle Wendor Transaclional Forrm -
Description Transacticn form for new Vendor- 3 Rige =
Truck Hirg Services &

F Tranaaction = nick Hing pos
» Artachrment | Choo=e File | * P

Ixafc Tome:

Date —
=

Usar

D

- Do the same process if required to attach more than one file

Step 13. Click the Save button from the Vendor main screen, once done. The system will provide the
saved Vendor ID Number. Click OK, and take note of the ID provided for your reference.

Vemdor Republic

Busitnze [0

Emplusce =

15 1IN Barker =zponpd l |

TR [T ISR m
_
N

Senbard Infermatinn Iinearibnarl

. [ -] L btk ansasiumsl Foon Isrseand ennl smnre 3 Bages trnck Fusall
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Feaubiic of Kirinat! - TRAINING [NSTAMCE.,

FreeBalance Application Suite

el -

=T e e [

Step 12. Navigate to the Transition field of the screen and select the For Approval depends on the

Vendor Business type, select if Vendor is a Companies or Employee, then click the Transition =N
button.

Vendor
o f Q l =5 ) ©

[ uUpdate/Delete Mode |

Code

Eligibility Status

Eligible v
Workflow Process Status
Iransition _'<"-________.
* Name For Approval (Companies)
For Approval (Employees/Individuals)
Transition

For Approval (Companies) v

Step 13. From the Transition screen, click Finish. This will then be sent to the appropriate approvers:
MFED Central Procurement Unit, if Companies; or the MFED Payroll Section, if Employee or Individual.

Appvzheon lenqaena S

g Rt

B E=

3.1.1.3 How to change Vendor Bank Account

ki

fanp Uhpmracd work vl B el Plodis ues provians arcen spahalc-la on L ustols unsdsc Bale,

Step 1. Navigate the Menu > Admin > Common Entities > Vendor > Vendors. Search for the Vendor to
edit.

37

QﬁQrﬁﬂdenm/

e




[
FreeBalance

Vendor Kiribati Training Instance m
FreeBalance Application Suite gy’
_Q St

[ Search Mode ] | ¥ Commen Entdtles ¥ vendo

Code

Eligikility Status

Waoarkflow Process Status

Name

Short Narmae
[5 Active

Craated By

Created Date

Appraoved By

Approved Date

Step 2: Go to Additional Bank Accounts tab and add new
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Vendor

Kiribati Training Instance

= nce Application Suite
o] Q| e .

[ updata/Delate Moda ]

il * Admin * Commeon Entties * Ven

Payment Mode

* [mbernal/Externna N
! [nternal -

Mational ID entity Card

* Ramarks ,
vendor as per Employes Master.

Additional Infermation

Ts Custormer |_]

Custamer

Business ID

Employes

T TIM Murnber Exempl LI
* Addresses T Contacts * vendor Business Types Additionzal Bank Accaunis
Specific Catalogus Item Instibutions 1 Atzachments

S=aa
Salect Financial Branch Account Bank Account Currancy
Institution Humbar Mama
{Flease don't HMetutera

use]

|

Step 3: A bank account screen will pop up. Populate it with relevant bank account details and then save.
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* Financial [nsHoutis
fanslal nsmasn anz Kirihatl

Currancy AUD ~

o- Branch 18572-ANZ Tarawa, Kiriba *

o .
Arcount Mumber 133455
[Hak

Matanal Transfer Code

o Bang Accaunt Mams
Tarzminn Tesrirg

ra
Arcaunt Typs
o Type 2 Bank Account e — -
Routing [nformatan
Cormimenly
A

Intermed ary Bank BIC/ Sl Bumber

=I5 Achive E

* Craated On

Cammaercal Dank dccaunt Mane

T Bdoresaen T eIt T Wander 2eaings Tvpes
Specific: Catalogue Then Tratitutians 1 Attac-nrers
o
Salect Financial Branch Acoount Bank Accounk Currancy
Institution Numbar Mama
[ | anL ars inbat LlLEnk laromian AU
(Please can't Hatuter:
Lie)
ST 019970-4HT 123458 Twwryn Tesing AUD
Tarawe . Kiribati

] <

Step 4. Go to the attachment tab to add the bank details of the vendor
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Vendor

L ojajsjole

[ Update/Delele Mode |

Business 1D

Emplayee

Is TIN Number Exempt []

* Addresses * Contacts * Yendor Business Types Institutions Attachments

EN KN =8 =D

Select Address

Step 5. Click the New button

Vendor

Customer

Business 1D

Employee

Is TIN Number Exempt D

* Addresses * Contacts * vendar Business Types Insticutions Attachments

Select Information Download

Step 6. Provide the details as necessary then click the Save and Return button.
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Vendor

Information

Application ID

Attachment Classification

Application Language
P guag English -

= Title
e Inwoice with Bank Details h

Description

Choose File | Imvoice pdf h

« Attachment

Date Time

Date

User

Step 7. Click on the Update button.
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Vendor

ej1ajsjo)

[ update/ Delete Modse ]

[z TIN Mumber Exempt D
* Addresses = Contacts = vendor Business Types Insttubions Attachments
T
Select Information Download
u Tithe ; Invoice with Bank Details nwoice, poi
By S |
Tirak (1] 247/1.,/2024

Tabers

Step 8. Click Ok on the message displayed.

Vendor apac.freebalance.com says

ﬂ “ E These changes will create a change request. Do yau wish to continue 7
i

Is TIN Mumbar Exampt D

Cancal

Step 9. After this, the Update button in the Vendor is no longer available. This ONLY becomes available
when the Change Request associated to it is approved.
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Vendor

ojajejojzgof <

_

Business ID

Employes

Iz TIN Mumber Exempt D

= Addresses * Contacts * Vendor Business Types Institutions Altachments

EN KN EE =R

Select Address

KIRIBATI

Step 10. Click on the Change Request button to see the status of approval of the Changes made.

Vendor

[ update/Delate Mode ]

Code

Step 11. The screen “Change Request” will be opened. This is the screen where the changes made in the
Vendor is created. Click on the Workflow History to see the users. With this, a follow up can be made to
the assigned Users.
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Change Request

[ update/fDelete Mode ]

= Application ID

= Worlkflow Status
Waorkflow Process Status

* Domain 1D L

Restricted Properties Only |:|

= Last Operation Sequence
Change Request Type

Restriction Context

Step 12. The list of the Users assigned are displayed. The follow up can be made to these users.

Wan kMo 1istory

Cunenl Slsge
Fllber £in Feecistian Sten Iy
Cxeoulion Date Descriplicn Transitivm Typs Irorm Slaape Tar Slaape WiorkMow Useer Step Mol
ExeCulion Step
Ty
NAMSE T Aan T Lr B
12:35:03
23 2 e ] ol Fagiieshed Fejacta & =]
1
2IF1S2 Hij CTE] vl | F (| i
12
| a ] et Wejartad  ARskgned y=llh]
| P,
A 1 1 vl K Iol]
1
| 23 E ] (5] el I i
12.35:03
RIS, = AriA 4l B | F 1 I

Step 13: Select the recent account used by the vendor and set as active and make sure to untick the Is
active from previous bank account used by the vendor.
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apphesoen [0 £7230

= Finccal Tratinggd e

anE nbatn -
* dranen [ AAFANE Taramn, K -
= CyrmRrcy D -
-
svenuett Murmber pegsea
CBon
HMatiznmal Transler Crada
© Bark decoant Rame Auiri Taramen
o
Feranr. Type
' Type OF Dank Azcours - -
Fenbing Infermstion
o erTs
p
_ntermradire Bank oLl Mumbss
15 Actlvz B
15712 20312%

Camercls Bak .!.ﬂch.ﬂ_Ha_rr-;tiifk]mrltﬁﬂ;‘curmnrt: ?-afﬁia.uqu“tigjé.ﬂ] u EE!-d !'1__
untlek-farthelbank accountthat:|sino/longenused|by thevendory

3.1.1.4 How to check if Vendor changes are approved.

Step 1. To check if the changes made in the vendor is now approved, navigate the Vendor again and go
to the field bank account. If the Bank Account Number is already displayed, then the changes made is
already approved.

Vendor

= Vendor Classification Type

Bank Account B52287

Treasury Bank Account
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Step 2. When the changes made are approved, the Vendor Bank Account is now displayed in the
Payment Voucher

Payment Voucher

o [ &

Name !
* Bank Account 1139022 /
Branch
ran AN Kiribati
Bank B&NZ Kiribati

Step 3: For vendors that have more than one bank accounts, the bank account field in the Payment
Voucher Screen should show a dropdown list to show the bank accounts of the vendor. Choose the
correct bank account.

Byt Vouchar Al Ry et

¢
LN N EER BT 0T T =N =

Th

3.1.1.5 How to create new Financial Institution

Step 1. Navigate the Menu > Admin > Common Entities > Banking Information>Financial Institutions. And
click on the New button.
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Financial Institution

[ Search Mode ] # > Admin > Common Entiti

Application ID

Swift Code

Vendor

Step 2. Add the application ID and Bank Swift Code. (For the Application ID, take the last four characters
from the bank swift code)

FreeBalance Application Suil
0 ] Q

[ Insert Mode ] # > Admin > Common Entities > Banking Information >

= Application ID 78
Tem D <1

Swift Code i
-2

Step 3. Add the vendor and the Bank Name.

= Wendar 4508 Y— e

Financial Institution Type

Bank Account Fareign

Bank Account

= Name
o
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Step 4. Go to Address Tab and click on the Add button below to add the Bank Address.

‘ * Addresses * Financial Institution Branch

ED KN =8 ER

Select Address

Step 5. Enter the Bank Address and click the update button below to save.

| Is Main 7 D
= Address Type

Unknown -

Country

Region Name

Location

= Address .
Floor 10, 170-186 Featherstone Street, Wellington,

Mew Zealand |

Zip Code/PO Box

- )

Step 6. Go to the Financial Institution Branch Tab and click on the add button below.
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* Addresses * Financial Institution Branch

ERDEA =R ER

Select Code Addresses Name

»

Step 6. Enter Bank code, Address Name and click update to save.

Financial Institution Branch

I >
&

Is Active v

Contact

= Address @
= Name < ' - >
ANZ Bank New Zeland Limited
cl Yz

B h Locati C o . )
MR " Outside Country -

3.1.1.6 How to update the Financial Institution Branch.

Currently, certain bank branches are not available under the current bank institution on IFMIS.
Therefore, if there's a need to include another bank branch to facilitate vendor payments, users now
have the capability to add a new branch within the existing bank institution.

Step 1. Navigate the Menu > Admin > Common Entities > Banking Information>Financial Institutions. And
click on the Find.

50

Q(f@nﬁdenng/

e




[
FreeBalance

Financial Institution

Rapublic of Kirloat
[e——
——

e jajelia) Fresttan: Ao e (S

| Smarch MPla | il * fcbmin » Common Frgities > Naeking Iefcrm

Apalcation [D

Sl Cude

Wendar “
Fnancial Instbstion Tepe

Calwrnlar 1ypw

Cren Faprasainm

Bank Account

Barik Aveuanl Funwiyn

Fimancial Institution Republic of Kiribati "
FrecHalan. ‘“|'|.| .'ll n Sanit ———
- Pl mnos AR TRt (1
o =

[ = 3 Adutim ¥ Conemun Enlities * Canking Infumation
sEpy
F RIS UEHEHELS 1Bk St Step 3. Go to Financial
e gy et ] 18 81 Lealidana - SRAL Institution Branch Tab
st R below and click on the add
TRALS Tarritnrial Rank ot Amardesn Samsa [TRGS Bank | <508
» _— - button.
TFEMT TRAVFLEY FHANTIAL SFRVISES HT | THTTER
=i 150 BAKS LIHITED
LIECE Cathay LinEed Boanis
uB3 UHIOH BN OF St AND
LIBSWIC LIRS 54 “RRA
k UHION HAROCA £ BANOUED
=44 BEMO Bank WG ARRA

Addresses Name

Step 4. Enter the Bank Branch Address details and click on the update button below.
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Financial Institution

Finandal Institution Branch

Addrass

Iz Main

diree: Trpe Uirik porw -
Country -
R B I Har .
Locatian -

- Addres

Zip Code/PD Box

G

Step 5. Go click on the save button below.
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3.2 Processes relating to Requisition of Items

Accounts Division of Line

All Divisions of Line Ministries Ministries

Vendor Enroll
- *
‘ g existing? No Vendor
Users

Yes

l— Approve Vendor

Prepare b .
. Purchase |
‘. Requisition

, Endorse Purchase
Requisition

v

Suppliers |
Cuotations

F

for

HODs: Approve | Purchase

Purchase Requisition |

Order

The users for the preparation and approval of the PRs are.

Approver - Head of the Division/Directors

«<=Reviewer - Line Ministry Senior Accountants /Accountants

«<Preparer - Line Ministry Account Officers/ All Users

3.2.1 How to record a Purchase Requisition

3.2.1.1 How to prepare a new PR.

Based on purchasing plans and necessary purchase of goods or services, users must first enter a
Procurement or Purchase Requisition.

To prepare the Purchase Requisition, follow these steps.

Step 1. Navigate the Menu > Purchasing > Purchase Requisitions. Click the Purchase Requisition to open
the screen. by default, at Search Mode
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Purchase Requisitions

Purchase Orders

Goods/Services Receive Mote

Reports

Step 2. Click the New nbutton and provide the mandatory (*)details.

Purchase Requisition

[ Search Mode ]

Step 3. Procurement Threshold: Click on the Lookup button to go to the Procurement Threshold
screen.

Purchase Requisition

K3 S B ED

Status -
Open

Preferred Vendor

= Procurement Threshold

[ PR BN

Step 4. Click the Find _H button for the displayed screen.

Procurement Threshold

[ Search Mode ]

Application ID
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Step 5. Click to select the Threshold from the list based on the amount of the request. You can type the
code directly in the field if known.

Procurament Thrashold s - TRaINING sTance
I el Ap Lo 2 e
| © | =N o

[ Sslwcticn Hods | # » Pu=chasing *

Applicakion Descrpkion Ahhrmaation Hinineums Srder fimoued Masimum Urder Amount
mr

1 Yy Lom Frocursmect Walus (UL e 1m0 P
z e e Eropyrem ek (LE| L 1.8 UL
X Masim sl & Ll SHUE| MaF 10000 0 40, 205,00
4 Hinh ‘wwlus Prmcursment [HUE] HifF 50,000.00 99,539,029, 953,00

Step 6. Enter the details on the purchase.
* Descnption Request forsupplies for the 3rd Quarter of 2023
s

Step 7. Click the New button under the tab Purchase Requisition Item and provide the details for
the items below.

* Purchase Requisition Itams * Suggested Vendors Attachments

| U
Select Item Status  Item Quantity Coding Block PO Assigned Unit Price AUD
Number Quantity

Step 8. Items: Click on the Lookup button to go to the screen then

Purchase Requisition Ttem

Item Mumber
Status

Thamn Mezrrintinn

Step 9. Click the Find L H button, this will display the list to select from.
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Catalogue Item

Application ID
Step 10. Click to select the Item. Once selected, the code of the selected is displayed in the field.

Catalogue Item

KN N =N ES R

[ Selection Mode ]
' 42183005  Ophthalmic colorimeters

42183006  Ophthalmic distometers
42281705 Medical eguipment and instrume

43202215 kevboard or mouse cable

43202216 Printer connection cable

43202222 Computer cable

Step 11. Select the Units of Measure from the dropdown list, and Enter the Unit Price and Quantity

Ttem Description Computer cable

+ Unit Of Measure

Pack - —
+ Unit Price AUD 12.0000 | ~siiip—
* Quantity 1.00000000 | ~ifip—

Step 12. Coding Block: To select the account details of the transaction, click on the Elements View

N button. This will display the dropdown list to select the accounts below.

+ Coding Block

+ Description Computer cable

Step 13. Complete the details of the segments. Refer to the COA file that has been shared with you
while filling up the Coding Block.
o SUB HEAD: Select the Division that needs the PR.
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o FUND AGENCY: Select 1101- GoK if this is is for recurrent budget, from series 2 codes if
from Statutory expenses, and from series 3 if from development fund expenditures.

o PROJECT: Select 00000-Not Defined if this is is from recurrent budget. For Development
Budget select the appropriate project code.

o LOCATION: Select from the list. For recurrent budget, the code will always be 91
(National).

o NAC: Select the appropriate NAC for the PR.

o COFOG: Select the applicable COFOG from the list.

Step 14. Click the Save and Return button once completed. To add more than one item to
purchase, repeat this process.

SUB_HEAD

1801 - Administration -
If:P-JI;JIr-Ja 1101 - Government of Kiribati_Consolidat: =
AGENCY
[
FROIECTE 00000 - Mot Defined - -
HOCATION 91 - Mational {Country Wide) -
MNATURAL . .
ACCOUNT 229112 - Local Stationery and Supplies -
CODE
COFQG

101 - Sickness and disability -

Step 15. Click the Save and return button on the Purchase Requisition Items.
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Purchase Requisition Ttem

I * Quantity 1.00000000

PO Assigned Quantity [

Estimated Price AUD
Total Amount AUD

* Coding Block 1801/1101/00000/91/22911
1

2/10

o 4

N N S N
[]

A

+ Description Computer cable

* Purchase Requisition Drops

N K IR =R

Select Drop Status Delivery Delivery Quantity PO Assi d PD Assi d A nt AUD Amount FC
Number Date From Date To Quantity Quantity
1 Open 1/3/2023 31/3/2023 1.00000000 0.00000000 0.00000000 12.00 0.00

CaxEn

Step 16. To add the quotations gathered from three (3) suppliers, go to the Suggested Vendor tab, and
click on the New button.

* Purchase Requisition Items * Suggested Vendors Attachments
i
Se Preferred Vendor Vendor Name !

Step 17. Click on the Lookup button to go to the Vendor screen then click the Find L button,
this will display the list of Vendors to select from. Click to select the appropriate Vendor. To search for a
vendor, type the first few characters of the vendor’s name with * at the beginning and end of the
characters. Example: if the name of the Vendor is Vodafone Kiribati, type *vod*. If the account code is
not available, please get in touch with CPU for adding the item(s) required.

Once selected, the code of the selected item is displayed in the field.
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Suggested Vendor

+ Preferred Vendor

+ Vendor @

+ Justification

Vendor

KE N Il ES

[ Search Mode ]

Code

Vendor

KN KN ED S

[ Selection Mode ]
|

13 ARIERA TAUANIBURE

14 ATINIMARAWA COMPANY ATIMNIMAR
15 KIRIBATT MOTOR COMPANY LTD EMCL

15 BANIAN ATUERU BANIATUE
17 KIRIBATI MURSE ASSOCIATION ENA

18 BARANIKO RUITT BARARUIT

Step 18. Enter 1 for highest rank and enter the justification of the ranking of the vendor.

+ Preferred Vendor

|| —
+ \Vendor 40
Vendor Name MOEL TRADING
P
+ Justification Lowest price

Step 19. Once completed, click on the Save and Return button. To add the details from all the
suppliers, repeat this process.
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+ Preferred Vendor 1
Vendor Name MOEL TRADING
+ Justification Lowest price

Step 20. Click the Save button when details are provided.

Purchase Requisition

Created Date

Approved By

Approved Date

* Descrption Request forsupplies for the 3rd Quarter of 2023

* Purchase Requisition Items * Suggested Vendors Attachments
| T
Select Preferred Vendor Vendor Name Suggested Vendor
[ | 1 MOEL TRADING 40

Step 21. To send the PR for endorsement, navigate to the Transition field and select the “For
Endorsement " from the dropdown list then click the Transition Ebutton. Remember next steps

will not get initiated if you do not do the Transition.
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Purchase Requisition

oJaole]cfofv]a]s

= Workflow Status Created
Created
Workflow Process Status
Transition
- -
Posting Status Cancel
For Endorsement

Step 22. Enter the remarks on the step note for the next approver then click the Finish button. If
you want to go back to reviewing the PR before submitting it for endorsement, click on the Discard

button.

Sl velion La- puzpe Elels .

Sap bl

&

viry Uresreed marks will be loat, Flaese v previcus sorezn update-batbon to upcans newsed Ueka,

@

Step 23. A message is displayed saying that the workflow transition is executed. The PR screen is also
updated as not editable, and it is now routed to the next approver.

3.2.1.2 How to prepare a new PR for Fixed Asset

Step 1. Navigate the Menu > Purchasing > Purchase Requisitions. Click the Purchase Requisition to open
the screen. Add new and complete required information (fields with red *asterisks).

Note: Same procedure with creating a PR which can be found on page 50.

Purchase Requisition

| Search Mode |

I Pequisilion Murribesr
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Step 2: Click the New button to add the items to purchase.

Requimtion Items * Suggested Vendors Attachments

EDEE KR KN ITh

Select Item Status Trem Quantity Coding Block PO Assigned Unit Price ALID
Num her (Juantity

Step 3: Click the lookup button of the items and ensure to tick the field “Is Asset”, then click on the
find button for the displayed screen.

Purchase Requisition

Purchase Requisition Tkem

* Ikem Mumber

= Status

ltem

©

Item Description

Purchase uisition

Catalogue Item

N W B S 'R

[ Search Mode ]

O

FrecBalance Application Suite
———
Calegary B
Item Type
Unit Of Measure

15 Active

Invenlary

B[

I5 Assot
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Step 4: A catalog item screen will display a list of items categorized as assets.

Cataloguea Item

| Insert Mode |
FragRalanca Apglication Siite

Application Abbreviation
D

43211501  Compuler Servors
43211507 Neskiop computers

43211508 Personal computers
43211300 Tablel cormpelers

43211515 Computer workstation
43211521 All in one desktop computaer
437211711 SCANMNETS

43211714 inmetric identifi n eouip
44101501 Photocopiers

Step 5: Complete the required details marked by red asterisks *.

Itern Description

Desktop computer
* Uil OF Measura P - h
* Unit Prica ALD 2,000.0000 §—

= Quantity 10000000 S—

= P Assigned (uantity
* Exlimaled Price ALUD I

Total Amount AUD

= Coding Black -
1011 = &l a a

* Dscription

Desklop compulars

Step 6: Check all information is correct and then click the Save and Return button.
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* Purchase Reguisition Drops

EN &N N =B

Select Deop Statis Nelivery Delivery Quiantity PO Assigned  PD Assigned Amodint AN
Muimher NDate From Date Ta Cuantiiy Quantity
1 Dpen 17372024 /32024 1.00000000  G.00000020  0,00300300 2,000,00

<

Step 7: Complete the Suggested Vendors information which is well detailed on pages 55 - 57.

Step 8: Save the PR and process until fully approved and ready for PO processing.

3.2.1.3 How to Add/delete PR Item

When there are multiple items to request that belong to the same expenditure account, follow these
steps to process it.

Step 1. Go to the PR Line Item, click add New button.

Altachrments
Quantity Coding Block PO Assigned Unit Price AUD
Number Quantity
B : Dpen 43202222 2.00000000 1801/1101/00000/91/229112/101  0.00000000 12,0000

L v J o] <

Step 2. Complete the details by following instructions from Steps 10 to 19 of Section 3.1.1.1 (How to
prepare a new PR for Items). Click the Save and return button.
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Purchase Requisition Ttem

*+ Unit Of Measure

Piece -
= Unit Price AUD 2.0000
* Quantity 5.00000000

PO Assigned Quantity
Estimated Price AUD

Totzl Amount AUD

+ Coding Block
2/101 £

* D ipti
=serpran Stationery

KN KN EEN =

Select Drop Status Delivery Delivery Quantity PO Assigned PD Assigned Amount AUD Amount FC
Number Date From Date To Quantity Quantity
1 Open 1/3/2023 31/3/2023 5.00000000 0.00000000 0.00000000 10.00 0.00

s

Step 3. Click the Update button.

! * Purchase Requisition Ilems * Suggested VEndors AttBchments
N
Select Item Status  Item Quantity Coding Block PO Assigned Unit Price AUD
Humber Quantity
ﬂ i Open 43202222 2.00000000 1801/1101/00000/91/229112,/101 0.00000000 12,0000
ﬂ Open 14111509 5.00000000 1801/1101/00000,/91/229112/101 0.00000000 2.0000

e =

3.2.1.4 How to Add Document to PR

To attach the quotation documents from the Suppliers or any documents needed for the PR, follow the
steps below. These attachments will be available to all users to download who has access to the PR

transaction.

Step 1. Go to the Attachment tab and click the New button. Provide the mandatory details.
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* Purchase Requisition Items = Suggested Vendors

@E&Dan
rmation Download

Step 2. Attachment Classification: Select the applicable classification from the dropdown list.

Information

Application ID

Artachment Classification - ‘

Language
guag Budget Estimate Supporting Doc
Imprest Warrant
+ Title Instructions to Tenderers Doc

PV Supporting Documents

Supplier's Quotation I £
Suppliers Invoice I

Description
H Tender Summary Form

 mseachrmens Na e chazer

Step3. Title: Enter the title of the document and enter the more detailed note for the document to

attach.
Attachment Classification Supplier's Quotation .
L=
nguage English -

» Titl o
= Quotation from Vendorl *
-
Description __ y
P Quotation for both the item. *
o

Step 3. Attachment: Click on the button to select the file to attach.

e Open
Application ID
« i <« Desktop » Supporting Docurnents
Artachment Classification Supplier's Quotation L
Organize = Mew folder
Language §
English - ~ -
- & Onelrive MName
* Title _— .
Quotation from Vendorl . @j Absence Form
3 This pC - -
Description o : T ] Supplier Quotation-Vendaorl
Quotation for both the item. -' 3D Objects
R =P B Desktop
Date Time - Documents
* Downloads
Date R
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Step 2. and click the Save and Return button once done.

Artachment Classification Supplier's Quotation .
La

rou=gs English -
" Tidle Quotation from Vendaorl p
Description Quaotation for both the item.

A

. - [ Chegse File | Sugplier Qu...endart docs
Date Time
Dat

ate |E|
User

Step 3. To add more than one attachment, repeat the process.

Step 4. Click the Update button of the PR once all attachments are added.

* purchase Reguisition Ilems * Suggested Vendors
[
Select Information Dovwnload
B Title:Quotation from Vendorl Supplier Quotation-Vendorl.doct
By Size: 5.8 KB
Temaroiti On 16/7/ 2023
Abereta

@ =

3.2.1.5 How to create new from copying an existing PR.

For Purchase Requisitions that are done more frequently, like purchase of office supplies, the users do
not need to enter again. They can search for the Purchase Requisition of fast-moving items to copy. To
do this, follow the steps below.

Step 1. Navigate the Menu > Purchasing > Purchase Requisitions, by default at Search Mode.

Step 2. Provide the filter by selecting the applicable fiscal year, fiscal period, Purchasing Office if
necessary. Click the N, display all PRs based on the selected filters.

Step 3. Click to select the PR to copy.

Step 4. When the PR is displayed, go to the Copy button and click it. The message is displayed that
the PR is copied.
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Purchase Requisition

[ Update/Delete Mode |

isition Mumbe
Requisition Mumber PR-23-13-0001

* Fiscal Year

FY 2023

Step 5. Click Ok on the message displayed.

apac.frecbalance.com says

Code PR-23-18-0001 capied

Step 6. Update the necessary details to change.

Step 6. Click the Save .:.button when completed and send the PR for endorsement.

3.2.1.6 How to print the PR report.

The PR form is readily available upon saving, in every stage after. To print the Purchase requisition,
follow these steps.

Step 1. Navigate the buttons at the top page of the PR screen.
Purchase Requisition

N =N 5N ECE Eh i—E

[ View Mode ]

Requisition Number PR-23-18-0002

* Fiscal Year

* Fiscal Period P—

Step 2. Click on the Generate Report (pdf) BEN b utton. The form will be downloaded ready for viewing
and printing if needed.

Purchase Requisition Downloads

[ View Mode ]
Will open when complete

Requisition Number PR-22-18-0002

+ Fiscal Yi
I iscal Year FY 2022
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Step 3. Click the downloaded file. The file is ready for printing.

GOVERNMENT OF KIRIBATI
Ministry of Women, Youth, Sports and Social Affairs

2

1 \:_::, 2 Kiribati
N PURCHASE REQUISITION
Division : Administration (1801) Number : PR-23-18-0002
Goods/ Services Required | Quantity Unit Price Total Cost
Itern#1 Computer cable 2 Pack 12.00 24.00
Item#2 Stationery 5 Piece 2.00 10.00

Ei Notes on Purchase Requisition:

1. The IFMIS will validate the total amount of the request based on the selected Threshold upon saving
the PR transaction.

N

The user will not be able to save the PR if the budget is less than the PR amount.
The PRs available for viewing, edit and update by the users will be limited to the access by their
ministry only.

w

3.2.2 Approval process of Purchase Requisition

3.2.2.1 How to endorse the PR.

A Purchase Requisition is prepared by anyone who has access to Purchase Requisition in IFMIS. The review
or endorsement of the same will be done by Accountants and Senior Accountants of the respective
Ministry. To do this, follow the steps below.

Step 1. After logging in, click the ﬂ and navigate on the Internal messages. Click on the message on the
Internal Message box.

FreeBalar‘rce' B 1ntcrnal Messages
Frese=Bakan = = =

vor horwe | M Masmygeen

Dazhboard

Session Details

Step 2. The list of notifications available to the user is displayed here. Click the link ID of the PR to review.
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KA K1 =8 58 6N =N

Select Status  From i} Subject

] ]

There is a new Purchase Requisition (Code = PR-23-18-0002) transition assigned to you

Step 3. Click on Update Domain “button.

jn]
From

Organization Name

Subject

Bod
ey Transaction = Purchase Reguisition

Transaction Id = &5

Code = PR-23-18-0002

Description = Request forsupplies for the 2rd Quarter of 2023
Options Available: Endorsed, Preparad

Entity
Purchase Requisitio

Step 4. The system will open the screen for the PR for review. Review the details of the PR
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Purchase Requisition

o jcacjesjojojzuj]s ] o

[ update/Delete Mode ]

Requisition Number

* Fiscal Year
» Fiscal Pariod

MARCH

* Requisition Date

* Procuring Entity 1801
* Requester Entity 1801

* Warkflow Status
Waorkflow Process Status

Transition
-

Step 5. To know that the PR has an attached document, the Attachment Tab will display a number
equivalent to the count of documents attached to the PR. Go to the tab by clicking the attachment. The
document/s are displayed as a line item.

* purchase Requisition rems * Suggested Vendors 1 Attachments

N I =N iR

Step 6. Click the link to the file to download the document. Review the documents with the details of the

PR.
* purchase Reguisition Items * Suggested Vendors 1 Attachments
=
Select Information Download

Title :Quotation from Vendorl
By: On: 16/7/2023

& Supplier Quotation-Vendorl.docx

Step 7. From the printed PR form, the accountant may check the list of Suggested Vendors. Check the
ranking and take note of the rank no. of preferred Vendor.
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SUGGESTED SUPPLIERS
Priority ]Supplier Justification
1 19-KIRIBATI OFFICE EQUIPMENT SERVICES Cheap
2 100670-Agriin Hardware Store Convenient
3 100417-King Holdings LTD Available all times

Step 8. Scroll up and go to the Preferred Vendor ranking number based on the Suggested Vendor list. In
this example, the endorser’s preferred vendor is Kiribati Office Equipment Services, thus, will enter “1”.

SUGGESTED SUPPLIERS
Priority lSuppIier Justification
19-KIRIBATI OFFICE EQUIPMENT SERVICES Cheap
2 100670-Agriin Hardware Store Convenient
3 100417-King Holdings LTD Available all times
Preferred Vendor
J .

= Procurement Threshold 1 E

Step 9. Scroll down and click the Update button, to save the changes made.

* purchase Requisihon ltems

B Il .

Select Item Status

NMumbear
i Open

Step 10. After the review, go up to Transition field in the PR main screen, and select the “Endorse” from

the dropdown list.

« Workflow Status ) B

Workflow Process Status _

Transition -

Posting Status
Return for Modification
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Step 11. Click the Transition Ebutton that is displayed.

» Workflow Status
Workflow Process Status

Transition
Endorse -

Postino Status

Step 12. Enter the step note as an instructions or information to the next approver user. Click on the
Finish BEM button once done.

Purchase iuiﬁtion

I Application Language

English -

Step Mote

F

Any Unsaved work will be lost, Please use previous scree

EDES

Step 13. When the Rank 1 Vendor is not confirmed, the IFMIS will validate it and ask for the selected
Vendor from the 3 provided. Click the x on the validation message.

An unexpected error has occurred

Validations Failed: Please confirm the preferred Vendor by identifying it from the
suggested vendor list, Encode it in the field "Preferred Vendor” field.

Step 14. Go to the Main Screen based on the Vendor Ranking from the tab Vendor Rank, Enter the rank
here. If the rank 1 is not preferred, then Enter the preferred number here based on the rank in the
suggested vendor tab.

Status

Preferred Vendor 1 -

Step 15. Click the Update button again to save the changes.

Purchase Requisition apac.freebalance.com says

Code PR-23-18-0002 updated

16/7/2023 00:22:49
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Step 16. Go to the Transition again and select the “Endorse” from the dropdown list.

Workflow Process Status

T i
ransition Endorse - @

Drictina Shaboc

Step 17. Enter the note to the approver and click the Finish button.

AT Lanquage
L : “1E| 4 o

Shep et .

Any Uesavsd wark will me last, Plass mm e araen apeate etk nnplale imsaved Data,

s ]

Step 18. The message The PR workflow transition is executed. Click Ok on the message. At this stage the
PR is no longer editable by the Reviewer, the status is updated to Endorsed and the Workflow History is
already assigned to the next approver.

3.2.2.2 How to update PRs with corrections.

If in case the PR needs to be corrected, as part of the accountability and information to the person who
submitted the request, the reviewer or even the approver can return the transition the creator for
modification. To do that, follow these steps.

Step 1. During review of the PR, go to the Transition field and select the “Return for Modification” from
the dropdown list. Enter the instructions and what needs to be edited in the step note and click the
Finish button.

Workflow Process Status

Transition Return for Modification - B ‘P

Dwristinn Shafbuns
Step 2. The PR is no longer editable by the Reviewer, the status is updated to Prepared and the Workflow
History is already assigned to the user who created it.

Step 3. The creator will be notified that the PR is sent to him for modification.
Step 4. After logging in, the user who created the PR will have update the details as necessary and once
done, click on the Update button.

Step 5. Send the PR to the same approval process again if applicable. If this is no longer valid, select the
“Cancel” instead of the “For Endorsement” from the dropdown list.

3.2.2.3 How to approve the PR.

The PR submitted and reviewed is now routed to the final approver. The approval of the PR will be
posting a Commitment that will be posted against the budget line. This approval will decrease the
available balance of the Budget. Follow the steps below to approve the PR.
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Step 1. After logging in, click the E and navigate on the internal messages. Click on the message on the

Internal Message box.
[

FreeBalance'

Internal Messages

Ve erm | Nesa Masmyges.

Dashboard
&

Session Details

Step 2. The list of notifications available to the user is displayed here. Click the link ID of the PR to review.

Internal Message

KA KN =8 E°E ER =R

Select Status From D Subject
I:‘ ° Mikara Ieita 235907 There is @ new Purchase Requisition {C
transition assigned to you

Step 2. Click on Update Domain “button.

ID

From
Organization Name
Subject

Bod
omy Transaction = Purchase Requisition

Transaction Id = 65
Code = PR-23-18-0002

Description = Request forsupplies for the 3rd Quarter of 2023

Options Available: Approved, Cancelled, Preparad

Entity
Purchase Requisiti

Posting Date Reading
Date

(=
o

Step 3. The system will open the screen for the PR for review. Review the details of the PR
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Purchase Requisition

Requisition Number PR-23-18-0002

* Fiscal v
iscal Year FY 2023
+ Fiscal Period I

* Requisition Date
guisition Da 16/7/2023

* Procuring Entity -

» Workflow Status

Workflow Process Status
Endorsed

Transition
Step 4. After checking the details, go up to Transition field in the PR main screen, and select the
“Approve” from the dropdown list.

+ Workfl Stat
orhlow us Approval Reguested

Workflow Process Status
Endorsed

Transition -
-

Posting Status
Cancel
Status If.etu rn for Modification

Step 5. Click the Transition Ebutton that is displayed.

+ Workfl Stat
orkflow us Approval Requested

Workflow Process Status

Endorsed
Transition
Approve -
Posting Stat
sting us Saved

Status

Step 10. Enter the note for the approval and click the Finish button.
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Transition

La
nguage English -

Step Mot
=R e ok for PO processing

.t

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

Step 11. The message The PR workflow transition is executed. Click Ok on the message. At this stage the
PR is no longer editable. The Commitment is also created.
Purchase Requisition

ojajejojoju] o) s]0o

+ Workflow Status

Workflow Process Status Approved F
Posting Status
Status

Preferred Vendor

+ Procurement Threshold ;

Procurement Mode Description

Commitment e et e e -P

3.2.3 How to cancel Purchase Requisition

For any reason, a PR may be cancelled. The cancellation of a PR can be done at any stage of the PR. If the
cancellation is decided upon while the PR is not yet fully approved, it can be done by the assigned user.

To cancel a PR that is not yet full approved.
Step 1. Go to the transition and select the Cancel from the dropdown list.

Workflow Process Status

Prepared
Transition
-
Posting Status
For Endorsement
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Workflow Process Status
[ransition

Posting Status Approve

Cancel
Return for Modification

Open bl

Step 2. Click the Transition button.

Status

Workflow Process Status

Transition
Cancel -

Step 3. Click the Finish button to complete the transition.

Purchase iuultlun

I Application Language
pie Amauag English -

* Sbap Maba

@@=

Step 4. Once cancelled, the PR is no longer editable.

For cancellation- Duplicate PR
“

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

To cancel a fully approved PR, follow these steps.

Step 5. Search for the PR to cancel or close. Please note that ONLY fully approved PR with status OPEN
can be closed. PRs that have status “Closed” has assigned PO that is already approved and therefore
cannot be closed unless the PO is also closed. Click to select the PR to cancel.

. Hapublic of Kiribab - Fay=0L RSNG|,
Purchase Requisition
H KN R
Applisnlinn Henguisilion Dale Bl Slnlos Llalus Warkihw Slalus Woark N Pruceus Slalus Neseriplion
CRoZ2- 17 1S g Qxn Lpprowed Syaraed Caement bor pagind SLizhes
cins _— For vehiches i1l
Enz:il PP Soaml e LIHTHRES | S| Basitpas bian i Con wnnilus b By
[HHTT] RS skl T s erechd el ey
ELLzz137 12410 TN D=y ETHTRASS | [-LERER] B Tnr vealie bl figm,
oLl T

Step 6. Find the PR to cancel and go to the field “Status” and select the “Closed” from the dropdown.
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Purchase Requisition

lojajlsjojojezj]ol]ad]o

* Requester Entity

1702
= Workflow Status Approved *
Workflow Process Status Approved .
* Posting Status Saved -
= Status Open -
Preferred Vendor P

Step 7. Click OK on the displayed message.

User Confirmation

Furchase Reouisiion drap 7 of ibem 1 s partially aesd, e anissd quantite 1 can ne lenger s used afrer
il iz chaaed,

Wodd vois ke to corftinue?

O

Step 8. Go to the bottom of the screen and click the Update button. This is to reflect the status that was
changed.
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Purchase Requisition

lojajesjcjojwvjeoje]o

Description

Payment for replacing clutches for wehides G316

=
* Purchase Requisiton [lems * Suggested Wendors 1 Amachments
Kn
Select Trem Stafris Ttein Quantity Coding Block PO Assignedd it Price ALIT
Mumber Quantity
1 Bsiguend 1.00000000 1701/11101/00000/91 /7271114011 0.00000000 460, 0000

Step 9. Click Ok on the displayed message.

apac.freebalance.com says

These changes will create a change recuest. Dooyou wish to continue 7

Step 10. The Change request is created. This shall post a Change Request in IFMIS that will close the
status of the PR and will revert the amount back to the budget available balance.

apac.freebalance.com says

Change Request for PurchaseRequisition Created Successfully

3.3 Processes relating to Local Purchase Orders

For Purchase Requests for Very Low Value Procurement (VLVP) and Low Value Procurement (LVP), the
request will go directly to the Accounts for PO processing. For Medium Value Procurement (MVP) and
High Value Procurement (HVP), the IFMIS PO will be prepared once the procurement process is
completed, the contract is finalized, and the vendor is identified.
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Purchase
Requisition

£ Prepare
. Purchase Order

- L

T

‘ Review Purchase ‘

Order

Suppliers

) L 4 ) T
SROs: Approve
‘ Purchase Order ALl

3.3.1 How to record Purchase Orders

3.3.1.1 How to record Purchase Orders

To record Purchase Orders, follow these steps.

Step 1. Navigate the Menu > Purchasing > Purchase Order. The Purchase Order is displayed by default at
Search Mode. Click the Purchase Order. This will display the PO Screen.

" Purchasing

Purchase Requisitions

Goods/Services Receive Mote

] Reports

Step 2. Click the New nbutton and provide details for the following.
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Purchase Order

[ Search Mode

]

PO Number

Step 3. Go to the Procurement Threshold filed. Click on the Lookup “button to go to the
Procurement Threshold screen.

Purchase Order

K3 N B S

* Currency AUD
-

* Exchange Rate

E * Procurement Threshold
F e e e e (T

Step 4. Click the Find _H button for the displayed screen.

Procurement Threshold

KN N N BN

[ Search Mode ]

Application ID
|
Step 5. Click to select the Threshold from the list based on the amount of the request. Users can enter
the code directly in the field if known.

Procurament Threshold TFMIS - TRATMING TNSTANCE

e

(b

sipphrahon Deseophon P ——— L BEy p— Hactirmam drder Amnunk

pLvd

1 WAy Law Procursment Velos CalAF] (UL 1.0 WL

2 sw by Erpourement CUF| e 1,100 W, L

a v um 'l IHF M 12,002.00 1,093 00

a Hgn Vialow Procuremesst [HUF| HAE 52,000,070 3,203, D] D3 ()
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®
Step 6. Click on the Lookup button to go to the Vendor screen.

« Vendor

Step 7. Click the Find L # | button, this will display the list of Vendors to select from. Click the Find

L button, this will display the list of Vendors to select from. The vendor should already be there
as it has been added during PR stage.
Vendor

‘eJaJs] x[ a)

[ Search Mode ]

Code

Step 8. Click to select the appropriate Vendor. Once selected, the code of the selected is displayed in the
field.
Vendor

KN N EER BN

[ Selection Mode ]
|

13 ARIERA TAUANIBURE

14 ATINIMARAWA COMPANY ATINIMAR
15 KIRIBATI MOTOR COMPANY LTD EMCL

16 BAMNIAN ATUERLU BANIATUE
17 KIRIBATI MURSE ASSOCIATION ENA

18 BARANIKO RUITI BARARUIT

Step 9. Click the Add L0 button in the Purchase Order Attached Requisitions field to assign the PRs
to the PO.

Purchase Order

N W =8 N

Approved By

Approved Date

Is Advance Payment Required

Use Percentage

Purchase Order Attachad RequiEitiunsg
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®
Step 10. The PR screen is displayed. Click on the Lookup button on the Purchase Requisition.

Purchase Order Attached Requisitions

* Purchase Requisition @

Comments

Purchase Requisition Items

S A =N

Select Item Status Description Unit Price AUD Quantity PO Assigned Assigned
Mumber

Quantity

Step 11. Click on the Find | button for the displayed screen.

Purchase Requisition

oJafal <V a)
[ Search Mode ]

Requisition Mumber

Fiscal Year
-

Step 12. Click to select the applicable item from the list. Note that only the approved PRs and PR line
items that are not yet assigned to a PO is displayed.

Purchase Requisition

(o] aj =} x|

[ Selection Mode ]

Application Date Posting Status Status Workflow Status Workflow Process
pUs]

Description Purchasing Plan Total Amount AUD Total Amount FC
Status Detail

PR-23-18-  15/7/2022 Saved Open Approved Approved Request forsupplies for
0002

the 3rd Quarter of
2023

24.00 0.00

Step 13. The items of the PR attached are displayed in the screen.
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Purchase Order Attached Requisitions

* Purchase Requisition

Comments
e
Purchase Requisition Items
i
Select Item  Status Description Unit Price AUD Quantity PO Assigned Assigned
Number Quantity
D 1 Open  Computer cable

Step 14. Check on the box (1) for the items to attach to the PO then click on the Assign Requisition Items
button (2). The box at the column assigned is checked (3).
Purchase Order Attached Requisitions

* Purchase Requisition

Comments

Purchase Requisition Ttems

) N L NE EN

Select Item Status Description Unit Price AUD Quantity
Number

IIJD 1 Open

PO Assigned Assigned

—(3)

r

[

s

c

[
o

Step 15. Click on the Save and Return button once completed. The PR Items assigned are displayed
as line item under the PO Item screen.

Purchase Order Attached Requisitions

* Purchase Requisition

Comments

Purchase Requisition Items

il A =R N

Select Item Status Description

Unit Price AUD Quantity PO Assigned Assigned
Number Quantity
1 Open Computer cable 2 0.00
2 Open Stationery 3.

Step 16. Click the Save button when complete. A message is displayed that the PR is inserted.
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Murchns Droer Bk ed Hegun dons barrraris
LN N R
Selest Dlmm Parthass Clam Guantity Cading Black Wik Prics AUD UnH Price FC Descripliza Purchmss H
Humdiee  fieder Cieder ]
TMesmi Al ached
g1 115 ReguileHinas
B : Den 33000 20000020 1BI1/410LH000SL 2200 1 20 10300 0.0 Gomquber Gl pRpEid- 1
ey
a ) g o] 14311509 530000020 17922 20000 040 Shaoners MRgaa- 2
B

Step 17. Navigate to the Transition field of the screen and select the “For Review" from the dropdown
list then click the Transition =l button.

Purchase Order

eJaJefofofuufals

PO Mumber
* Fizcal Year

« Fiscal Period

* Purchase Order Date 16/7/2023
Purchase Order Waorkflow Status —
Waorkflow Process Status N
Transition P
-
Purchasa Order Type Cancel -
| ForReview _____J

Step 18. Enter the remarks on the step note for the next reviewer. Click the Finish button. A
message is displayed saying that the workflow transition is executed.

spzhizeticn Laspus
s nLanpuege [TIEN L

Anp Unnavisd vk il B bzal, Flesas s provsins semeen gpdals hallan inonplais nasesed fala.

E&Es

3.3.1.2 How to record Purchase Orders for Fixed Assets

To record PO for Fixed Assets please follow PO steps provided on pages 80-84.
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3.3.2 How to process approval of Purchase Orders

The process for preparation and approval of Purchase Orders are done by the Accounts Officers, and
Accountants.

3.3.2.1 How to review PO.

Step 1. After logging in, click the ﬂ and navigate on the internal messages. Click on the message on the
Internal Message box.

IFMIS - TH

FreeRalag

Internal Messages

Vres hrve | e Messages.

Dashboard

Session Details

o Lesone.
L b

VM2 3156

Largage: Prght:

&
Step 2. The list of notifications available to the user is displayed here. Click the link ID of the PO to
review.

“T1elclclcle

Select Status From ID Subject Posting Date Reading

Date
Temaroiti - There is a new Purchase Order (Code = PO-23-18-0001) transition 16/7/20232
D . -'::E'_a:hs- EEE_:_"E_:_'.: _: - e E: Z‘IL:_

Step 3. Click on Update Domain button.

o
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ID

[X]
[f%]
[T
F

I

From .
Temaroiti Abersta

Organization Name Administration

Subject . .
i There is a new Purchase Order {Code = PO-23-18-0001) transition as

[I=]

Bod
eey Transaction = Purchase Order

Transaction Id = 46

Code = PO-23-18-0001

Description = Request forsupplies for the 2rd Quarter of 20232
Options Available: Reviewed, Prepared

Entity
Purchase Ord

Step 4. The system will open the screen for the PO for review. Review the details of the PO
Purchase Order

[ Update/Delete Mode ]

PO Number

PO-23-18-0001

* Fiscal Year

+ Fiscal Period
isca rio MARCH

* Purchase Order Date

16/7/2023

Purchase Order Workflow Status .
Approval Requestad

Workflowr Process Status )
For Review

Transition

Step 5. After reviewing the details of the PO, go to the transition field and select the “Review” from the
dropdown list.
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PO Mumber
* Fiscal Yeagr--'!:é@®!€®™»©+©©
* Fiscal Period

» Purchase Order Date

Purchase Order Workflow Skatus

Workflow Process Status

Transition ?
-

Purchase Order Type Return for Maodification

Step 6. Click the Transition button.

Purchase Order Workflow Status

Workflow Process Status

Ti iti
ransition Ravicw - @

Step 7. Enter the note for the approval. Click the Finish button.

L b L T

sakz
b ——

Arp Lo kol Dl eal, Mo psepredoe sznoes upnlales sutia o spds oeaeal Dala.

(7 [+

Step 8. Click ok on the message “The workflow transition is executed” displayed. At this stage the status
of the PO is updated to Reviewed. And the PO is no longer editable.

3.3.2.2 How to approve PO.

Step 1. After logging in, click the u and navigate on the internal messages. Click on the message on the
Internal Message box.
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Internal Messages

You nove 3 New Messages.

Dashboard

=

Session Details

Step 2. The list of notifications available to the user is displayed here. Click the link ID of the PO to
approve.

KA KN EEN I EEN IR

Select Status From D Subject Posting Date Reading Date
0 ° Titz Ataona @ There is a new Purchase Order (Code = PO-22-18-0001) transition assigned to you 16/7/2022
03:54:28
Uritina Etera 23509 Report Server Notification - Purchase Requisition 16/7/2023
O ° .
02:22:54
Uritina Etera 23508 The fallowing Purchase Requisition transition has been Approved 16/7/2023
D b4 02:19:16

Step 3. Click on Update Domain button.

From
Tita Ataona

e ] ization N
rganization Name Administration

Subject . .
uEE Thare is a new Purchase Order (Code = PO-23-18-0001) transition assign

Bod
ey Transaction = Purchase Order

Transaction Id = 48

Code = PO-23-18-0001

Drescription = Request forsupplies for the 2rd Quarter of 2023
Options Available: Prepared, Approved, Cancelled

Entity
Purchase Ord

Step 4. The system will open the screen for the PO for approval. Review the details of the PO

Step 5. After reviewing the details of the PO, go to the transition field and select the “Approve” from the
dropdown list.
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PO Mumber
* Fiscal Year
* Fiscal Period
* Purchase Order Date -
Purchase Order Workflow Status L

Workflow Process Status

Transition
- P
Purchase Order Type M
Cancsl |
- Drocuring Entity _Rf?im for Modification [

Select the “Return for Modification” when there are details that needs to be updated by the user who
prepared the PO. And select the “Cancel” when the PO is no longer valid and will not be continued.

Step 6. Click the Transition button.

Purchase Order Workflow Status s

Workflow Process Status

Transition @
Approve -

Step 7. Enter the note and click the Finish button.

Language English -

Step Mot
=p Het= Ok for invoicing l

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

xS

Step 8. Click ok on the message “The workflow transition is executed” displayed. At this stage the status
of the PO is updated to Approved. The Commitment is also created.
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Purchase Order
KA ES L 0 | & | [

Purchase Order Workflow Status Approved

Workflow Process Status }
Approved

Purchase Order Type

T Fn}curing Entity o
1ol

REqUEter Enﬁty e
1ol

Posting Status

Saved
Qrigin R
Order Status Open .
* Currency AUD

* Exchange Rate e

________

* Procurement Threshold i

Commitment {PO)

3.3.2.3 How to print PO Report

When the PO is approved, the Report is now ready to be generated. Follow these steps.
Step 1. Once the PO is fully approved, generating and downloading the report is now enabled.
Step 2. Navigate the buttons at the top page of the PR screen.

- -
Step 3. Click on the Generate Report (pdf) SEE8 button. The form will be downloaded ready for
viewing and printing if needed.

Purchase Order

[ View Mode ]

PO Mumber

- + Fiscal Year

92

FreeBalance Confidential




[
FreeBalance

Downboads

Purchase Order

( ojajeojcocjojrj sz ]0]

[ Local = Purchase + Order. pa

Step 4. Click the downloaded file. The file is ready for printing. This is also the file that will be attached to
emails to send the PO to the supplier.

AF. 41(2.R 45,152) Original Copy
m GOVERNMENT OF KIRIBATI
a Ministry of Women, Youth, Sports and Social Affairs
ey
—————r Kiribati
.
Vi ¥ PURCHASE ORDER

Very Low Procurement Value (VLVP)

Division :  Administration {1801) Mumber :PO-23-18-0001
Purchase Requisition/s : PR-23-18-0002

To: MOEL TRADING,

Please supply the under mentioned goods and /or services to: Administration Division of Ministry of Women, Youth, Sports
and Social Affairs and, in due course, submit your invoice to the Head of the Division

Serial# Goods/Services PO Qty I Unit Price Total Cost
1 Computer cable 2 12.00 24.00
2 Stationery 5 2.00 10.00

3.3.3 How to cancel Purchase Order

For some reason where a PO is fully cancelled, the users can close the PO to return the amount used to
the available budget balance.

Step 1. Navigate to the PO Screen and search for the PO to Cancel. Only POs that are not yet recorded in
the Goods/Services Received Note and Payment Voucher is eligible for Closing.

FERUDIG 21 AIIDdEn - FATHEWLL I3 dna ..

Purchase Order FrecBalanoe &pplication Sulte

ICH KN KN
e

[Z}] Furre s Foaling Slalus frcher Slalus Puare e Eanaler Work i Weirkilerwe Fris s Slalus Pure hase Dhecher Nesariplian Bailaal Mamsanl aams
Muiimnlaa (i Dare: Sraliis

[O-gE  taiefioa Saeod cos sgeccecd | Spovcd 2z 317.00
L=l I HLEE Iralneg - Bers e B

(SR B a0 Sanmmcl [ oa] A=l Sl T T M Wl W [ 1T H e (] B2.0D
PR e sdmin nezed

Step 2. Go to the field “Status” and select the “Closed” from the dropdown list.
* Orlgin

= Order Status

Open -
= Currency Open '

Step 3. Go to the bottom of the page and click the Update button.
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m PP B —

Lelact  Item Purchase Iiem Quantrity Coding Dlock Wit [rece AUIL Unit Price I'C Description Iarchinee Ttemn
Fumber  Dircler tinler Fumbwer
T ot exl
SIS Mesquisitions
| 1 Sogy S0l STl A0 D000 LR Gl 108 0000 Gl purchase of 3 will ooders PR-Z2-17- L
fzwr IFPAIS Ticinics i e all 1
ekrine .
it

S

Step 4. This will ask for confirmation of closing the PO. Click Ok on the displayed message.

apac.freebalance.com says

These changes will create a change request. Do you wish to continue ?

Step 5. Click OK again on the displayed message.

apac.freebalance.com says

Change Reguest for PuichaseCrder Created Successfully

Step 6. Once this is done, the PO amount that was initially charged against the budget is now returned to
the available balance.

3.4 Processes relating to recording of receipt of items purchased.

When Suppliers delivers the items purchased, these will be recorded using the Goods/ Services Received
Note (GSRN) functionality in IFMIS.
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Approved
Purchase

Order

rr""--- Prepare -""“-\\ ( )
> Goods/Services ) Inspect GSRN
~._Received Note -~

Suppliers - :

for Payment
Voucher

preparation

3.4.1 How to record GSRN.

3.4.1.1 How to record GSRN

To record the receipt of the items purchased, follow these steps.

Step 1. Navigate the Menu > Purchasing > Goods/Services Receive Note. The Goods/Services Receive
Note is displayed by default at Search Mode.

‘ Purchasing
Purchase Requisitions

Purchase Orders

] Reports

Step 2. Click the New button.

Goods/Services Receive Note

[ Search Mode ]

GSRN Number
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Step 3. Click the Lookup button on the Purchase Order field.

GSRM Number
* Received Mote Status

« Note T4
- Ype Receive -

* Purchase Order @

+ Fiscal Year

Step 4. Click the Find button for the displayed screen.

Purchase Order

KN N EER

[ Search Mode ]

PO Number

Step 5. Click to select the PO to receive items from.

Purdhase Order TFMIS  TRATWTG THETANCE

[ © | =l ES s

d

413

(5] Parchase Fasling Metus ODeder Status Perchase Oeder Workfles Workdiam Procass HMetus Purchase Ordur Dascrption Tedal Areowst A0 Tabal Ampunt FC
Huesborr  2bedier Dol e
IR DR IE Sz Dy fproad #Epanasd Aegam=t 13 rmep e Tor thee Bl 400 LE]

At-pann Chpantus of F1EDS

Step 6. Enter the details of the inspection comments and the description of the transaction

Inspection Comments

received items in good order -

Total Amount AUD

Created By tabereta
Issue Date

Approved By

Approved Date

+ Dvescripti
riehEn To record the receipt of items from Inv 321 -h

A

Step 7. Click on the new button under the details tab.
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/Rejected Note Details Attachments
@ -
Select Sequence Mo. Item Mame

Step 8. Select the item from the dropdown list. The number of dropdown list here is the same as how
many line items there are in the linked PO.

= Receive Note Detail

Sequence Nao.

Purchase Order I

* Purchase Order Item ID .

* Purchase Order Item Drop

Step 9. This enables the Purchase Order Item Drop to be editable and the Coding Block details are
displayed.

Sequence MNo.

Purchase Order o S

+ Purchase Order Item ID

=]
[
(5]
I

[

[x]
[=]

Description
* Purchase Order Item Drop
Coding Block

Is Fixed Asset? |:|

Item Mame

* Unit Cost AUD

Unit Cost FC

» Unit Of Measure

» Quantity Received/Returned 0.00
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Step 10. Select from item drop ID from the dropdown list. The number of items here are the same with
the Item Drop or scheduled delivery from the linked PO.

Sequence Ma.

Purch Crdl
urehass Lraer PO-23-18-0001

+ Purchase Order Item ID

D ipti
s=erpten Computer cable

+ Purchase Order Item Drop

Coding Block |

: ::

Step 11. This automatically populates the fields Unit Cost AUD, Unit of Measure and Quantity
Received/Returned. Update the quantity to receive if applicable.

+ Purchase Order Ttem Drop

Coding Black

1801/1101,/00000/91,/22911
27101 A
It

Is Fixed Asset? []

Item Mame
Computer cable

* Unit Cost AUD

12.0000
Unit Cost FC 0.0000
* Unit Of Measure Pack -
+ Quantity Received/Returned 1.00 | ~l—

Step 12. Enter the remarks for the item received and then click the save and return button.

Rejections/Return Reason

* Amount AUD

12.00
Amount FC .00
Remarks received computer cables
e
Select Coding Block Total Armount ALD

==
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Step 13. Click the Save button. A message is displayed that the transaction is created.
1 s

All Details are related to a EV D

* Go rvices Received/Rejected Note Details Attachments
| D
Select Sequence No. Item Item Name Coding Block Quantity Accepted Amount AUD
u 43202222 Computer cable 1801/1101,/00000/91/223112,/101 1.00000000 12.00 Edit

Step 14. Click Ok on the message displayed. A code is also provided in the message.

apac.freebalance.com says

Code GSRM-23-18-0001 inserted

Step 15. Navigate to the Transition field of the screen and select the “For Inspection" from the
dropdown list then click the Transition button.

Goods/Services Receive Mote

KN =N ISR ECn

[ Update/Delete Mode ]

GSRN Number GSRN-23-18-0002

* Received Mote Status

Creatad -
Waorkflow Process Status
Prepared -
Transition -~
-

Step 16. Enter the remarks on the step note for the next approver then select the approver from the
dropdown list. Then click the Finish button.

99

FreeBalance Confidential




S
FreeBalance

spiativ Legage |

Alep Yow
-
&

By limawal warrk vl ez st Plessa: s previons srom spdate-hit o (o ik masesal Thia,

(2 ] x

3.4.1.1 How to record GSRN for Fixed Assets

To record a GSRN please follow GSRN procedure provided on page 94-97: steps 1 to steps 12. Before
step 13 please ensure that the “Is Field Asset” is ticked. The approval of the GSRN will create an asset
item that will be updated by the Asset Officer. Check the Quantity received. Then proceed with the
completion of GSRN: steps 13 to steps 16.

Is Fixed Asset?

Item Mame

= Unit Cost AUD T
Unit Cost FC P

= Unit OF Measure

* Quantity Received/Returned 1.00 ‘

3.4.2 How to inspect of GSRN.

Step 1. After logging in, click the (i) and navigate on the internal messages. Click on the message on the
Internal Message box.
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Internal Messages

e v 5 N Vesaane s

Dashboard

)

Step 2. The list of notifications available to the user is displayed here. Click the link ID of the GSRN to
inspect.

Internal Message

Select Status From jii] Subject Posting Date Reading

Date
Temaroiti @ There is a new Goods/Services Receive Note (Code = GSRN-23-18-  16/7/2023
] e 05:52:18

Abereta 0002) transition assigned to you
Step 3. Click on Update Domain button.

]

From _ o
emaroiti Abereta

o izati M
rganizatian Name Administration

Subject —

m
it
n
[i1]
-
m
[n]
5]
=]
=1
n
7]
it

7
]
it
n

5]
m
[}
o
it
a
[ d
it

Bod
¥ Transaction = Goods/Services Receive Note

Transaction Id = 33
Code = GERN-23-18-0002
Cptions Available: Inspected, Prepared

Entity
Goods/Services Receive Mo

Step 4. The system will open the screen for the GSRN for inspection. Review the details of the GSRN.

Step 5. After reviewing the details of the GSRN, go to the transition field and select the “Inspect” from
the dropdown list.
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GSRN Numbe
HmBEr GSRN-23-18-0002

* Received Note Stat
e o= us Approval Request -

Workflow Process Status )
For Inspection -

R -
-
" Not= Type

Return for Modification

* Purch Ord

* Fiscal Year

FY 2023 -

* Fiscal Period MARCH -

+ GSRN Date 16/7/2023

+ Itemn Twoe .
Select the “Return for Modification” when there are details that needs to be updated by the user who
prepared the GSRN

Step 6 Click the Transition button.

GSRN Numbe
HmREn GSRN-23-18-0002

* Received Mote Status

Approval Request -
Workflow Process Status For Inspection N
Transition Inspect - |
* Nate Type Reacaive -

Step 7. Enter the note and click the Finish button.

La
nguag= English -

Etep Note
A

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Dal
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Step 8. Click ok on the message “The workflow transition is executed” displayed. At this stage the status

of the GSRN is updated to Inspected. A Payment Voucher can now be prepared for the PO related to the
GSRN.

GERMN Number

* Received Mote Status

Workflow Process Status

* Mote Type

3.4.3 How to print of GSRN.
Step 1. Once the GSRN is inspected, generating, and downloading the report is now enabled.

Step 2. Navigate the buttons at the top page of the GSRN screen.

r\l
Step 3. Click on the Generate Report (pdf) button. The form will be downloaded ready for
viewing and printing if needed.

Goods/Services Receive Note

[ View Mode ]

GSRN Mumber

* Received Note Status

Workflow Process Status .

Step 4. Click the downloaded file. The file is ready for printing.

E GOVERNMENT OF KIRIBATI
Ministry of Women, Youth, Sports and Social Affairs

‘F/ ? Kiribati

- GOODS/ SERVICES RECEIVED NOTE

Division : MWYSSA/ Administration (1801) Number : GSRN-23-18-000.

Delivered By : MOEL TRADING

Item No. uom Item Description | Qty. Received | Unit Price Total Cost

1 Pack Computer cable 1 12.00 12.00
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3.3.4 How to Cancel GSRN

When there is a need to cancel an approved GSRN, so that the PO can be closed, and a new PR can be
reprocessed, the steps below are provided as a guide to the users.

Step 1. Navigate the Goods/Services Received Note and Click the New button.

Goods/Services Receive Note

[ Search Mode |

Step 2. Select the “Return” in the Note Type.
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Goods/Services Receive Note

o] al]s

| Insert Mode |

GSREN Mumber
* Received Noke Status B

* Note Type Receive -

* Purchase Order Receive

* Fiscal Year Py 2073

Step 3. Click the Lookup button on the G/S Receive Note Reference.

Goods/Services Receive Note

| Insert Mode |

GSREN Number
* Recelved Note Status
* Mate Type

Feturn -

* 3f5 Recelve MNote Reference

Step 4. Click the Find button on the GSRN Screen to select the GSRN to Cancel.

105

FreeBalance Confidential




SR
FreeBalance

Goods/Services Receive Note

o jajej x]o

GSRN Mumber

Received Mote Status

Step 5. Click to select the GSRN to cancel.

Goods/ Services Recaive Nota

N N =5 £33 0

| Se

G5RN Mot Type Recsived Mote Status  Workilow Process Slalus Rsprnsilde Issue Date
Huinber

GSREN-  Booemes Apuoyed Inspected Iavita Tekania 19/ 72023

:

TN
SoRN- Beusive fpgievey ISR Tiraks Takerd A
25-17-
Qood
GNEN- Hecemen Approverd Inspartad liraka lakera 25/8/2023

E
Il

Step 6. Once the GSRN to cancel is selected, it will display the details.

GSRN Number

* Received Note Status S
Created

Note Type Return v

* /S Receive Note Reference GSRN-23-17-0047 ﬂ

Step 7. Add the description then click the New button.
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= Description To rancel the GSRN H
d

All Detalls are related to a BV D

/Rejected Mote Details Attachments

EI

Item Item Name Coding Block

Select Sequence No.

Step 8. The details of the item of the GSRN is displayed.
Goods/Services Receive Note

Goods/Services Receive Note Detail

Sequence No.

= Goods/Services Received Note Detail 432 E n
Purchase Order PO-23-17-0057

= Purchase Order Item ID

Description Daviman

= Purchase Order Item Drop

Coding Block )
1705/1101/00000/91/22991 -
Q

Step 9. Select the reason for cancellation from the dropdown list.
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= Rejections/Ref Reas
E]eCrionsy KetLinm S0 Cancel Receive Note h
* Amount AUD R

Amount FC

Remarks

Select Coding Block lotal Amount AUD lotal

SR

Step 10. Click the Save button when completed.

Goods/Services Recaive Note FresBalance Application 5

CE =N ER

Appraved Dabe
= Doscripting

To cance GSRN

&l Catalls are redabed bo 2 B (|

L ey SBana e Reos vied fSejeread Hobe ecails detachrnesres
N =N
sl Satgenene e M. e Bl Minma: Canlirng Bhn k Pssnlily Revesieel fHeormed Al AL
u Lo L LD OO L e L LA LL ERHTHHHA] RYR Ly

O

Step 11. Click the Ok button to complete the cancellation of the GSRN initially approved.

apac.freebalance.com says

Code GSRN-23-17-0048 inserted

Step 12. Refer to section 3.3.2 to process the approval of the Return transaction.
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4 Commitment Management

The Commitment Management to be used for procurement of those items for which PO is not
required. The effect of the Commitment Request is the same as that of Purchase Requisition. This is
used to reserve or set aside (commitment) a fund for the expenditure.

All personnel, as assigned by the Line Ministry division may enter the Commitment. The user, however,
must ensure again that: (i) there is an available allocation for the accounts to be used; and (ii) Payee or
Vendor is already available in the system. Upon saving, the user must then send the transaction for
Endorsement. This will be sent to the accountant/s for review and endorsement. The commitment final
approver will be the SRO.

lssued
Accounting
Wamant

Budget
Control

Prepare Accounts:
Commitment Endorse

Commitment

HODs: Approve
Commitment

Following are some examples of transactions that will be recorded through the Commitment
functionality of IFMIS.

Housing Allowances
Reimbursements of Employees
Travel Allowances before the Travel Request is made.
Utilities expenses (Water, Electricity)
Internet and Telephone Expenses.
Transport services.
Recruitment Cost.
Payment for International Contributions
Freight Payments

. Fuel

. Sitting Allowance

SZ3vYeNoun A WN =

- O

4.1 How to record Commitment requests.

Upon receipt of Invoices from the Billers, (example: Internet monthly bills, Telephone bills, Electricity)
and other expenses that is not required to undergo procurement, users must record the commitment to
set aside budget for the specific expense.
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Before recording the commitment, ensure that: (i) There is an available allocation for the commitment;
and (ii) Vendor or Payee is already in the system. Refer to section Pre-requisites in Creating
Purchase Requisition and Commitment in IFMIS.

To record commitments, follow these steps.

Step 1. Navigate the Menu > Budgeting & Appropriation > Commitment. Thedefault,ment is displayed by
default at Search Mode.

‘ Budgeting B Appropriations

] Reports

Budget Control

Step 2. Click the New button.

Commitment

[ Search Mode ]

Step 3. Click on the Lookup “ button to go to the Vendor screen

 Vendor @

Step 4. Click the Find L # ] button, this will display the list of Vendors to select from. For how to check
vendor exists in IFMIS follow steps given in Section 3.1.1.2 Check if all Suggested Vendors are . If a
vendor needs to be added, follow the steps as given in Section 3.1.1.3.

Vendor

‘eJaJes] x[ a)

[ Search Mode ]

Code

Step 5. Click to select the appropriate Vendor. Once selected, the code of the selected is displayed in the
field.

110

FreeBalance Confidential



S
FreeBalance

Vendor

KB N il ES

[ Selection Mode ]

13 ARTERA TAUANIBURE

14 ATINIMARAWA COMPANY ATINIMAR
15 KIRIBATI MOTOR COMPANY LTD EMCL

16 BANIAN ATUERL BANIATUE
17 EIRIBATI NURSE ASSOCTATION ENA

18 BARANIKO BUTTI BARARUTT

Step 6. Enter the Description of the Commitment Request

D ipti g
SEcripten For Housing

Step 7. Click the New button under the tab Commitment Item

Attachments
T

Select Serial Coding Block Amount AUD Amount FC Balance AUD
MNumber

Step 8. Click the Elements View to add the Coding Block of the Commitment Item. This will display the
dropdown list to select the accounts below.

Commitment Ttem

Serial Number

» Coding Block

+ Stat
atus Open -

SUB HEAD: Select the Division that needs the commitment.
FUND AGENCY: Select 1101- GoK for recurrent budget, from series 2 codes if from Statutory
expenses, and from series 3 if from development fund expenditures.
PROJECT: Select 00000-Not Defined if recurrent budget, else select the appropriate.
LOCATION: Select from the list. For Recurrent Budget the code will always be 91.
NAC: Select the appropriate NAC for the commitment like Housing Expense, Advertising Cost,
Travel Allowance, etc.

e COFOG: Select the applicable COFOG from the list.

Click the Save and Return when the accounts are selected.
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SUB_HEAD

1801 - Administration -
- ”Df_NG 1101 - Government of Kiribati_Consolidate =
AGENCY
reEeTE 00000 - Not Defined -
LOCATION

91 - National {Country Wide) -
MNATURAL . .
ACCOUNT 211113 - Housing Assistance -
CODE
COFOG

- 101 - Sickness and disability -

Step 9. Enter the amount and description of the request.

Amount AUD 120.00 -

¥TO Actual AUD

Balance AUD

b _ h
escription Housing for Admin for July 2023

Step 10. Click the Save and Return button once done.
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+ Coding Block Y
3101 A

* Status

Open -
Amount AUD 120.00
¥TD Actual AUD 0.00
Balance AUD e

+ Description

“

Select Fiscal Year Fiscal Period Amount AUD Amount FC Balance #

using - Juby 2023

L]

Step 11. When all items are added, click the Save button

« Descripti
rpten For Housing - July 2023

Attachments
LT

Select  Serial Coding Block Amount AUD Amount FC
MNumber

ﬂ 1801/1101/00000/91/211113/101 120.00 0.00

Step 12. Click Ok on the message displayed that the transaction is inserted. Go to the Transition field of
the screen and select the “For Endorsement" from the dropdown list
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Transition

V‘h

Posting Status Cancel
For Endorsement

Step 13. Click the Transition button.

Transition For Endorsement

Step 14. Enter the remarks on the step note for the next approver. Click the Finish button to complete
the submission.

-‘—

ey Deran] sk edll e Do, Mo e oeas prosdvie. i il ate=teinion ooapakie isecsaad tana.

@

4.2 How to print the Commitment report.

The Commitment form is readily available upon saving, in every stage after. To print the Commitment
report form, follow these steps.

Step 1. Navigate the buttons at the top page of the Commitment Screen

Commitment

| View Mode ]

Step 2. Click on the Generate Report (pdf) BN utton. The form will be downloaded ready for viewing
and printing if needed.

Downlaads i I

- f - I
Commitmeant —* T __vm-r.: cnt.ad
Tpen b

 © | | =1 © =N EEN
Micw Mudc |

|
Step 3. Click the downloaded file. The file is ready for printing.
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GOVERNMENT OF KIRIBATI

Ministry of Education
P. 0. Box, 263 KGVEBS Road, Bikenibeu, Tarawa, Kiribati

)

h

- Commitment
Dhivision : Administration (1501} Mumber o COMM-23-15-0025
Location 1 14-Bikenibey Issue Date o August 17, 2023
To o 5118-Air Ocean logistics
Purpose : Airfare cost for Kaetaeta Bwebwetaake scholarship student from ManTrw

1. You are hereby authorized to spend during the year 2023 the amount specified below as they become due in accordance with
the Financial Regulations of the Government of Kirbati.

2. The Number of this should be guoted as the authority reference for all payment vouchers made by your Ministry/Department
relating 1o the Head and Sub Head quoted below.

Allocations Details I Amount AUD
1  CORCY Government of Kirball/ Overseas Scholarships’ airfare costs for scholarship std i £ 2,586.00
Bikenibew’ Tertiary Scholarships Overseas’ Education n.e.c. Kaetaeta Bwebwetaake from Man/Trw

1508/3101/1 2062/14/27 214 3/098
KW20_PILLARS-Wealth/KDP_SECTORS-Harnessing Human
Wealth

4.3 How to process approval of Commitment requests.

4.3.1 How to review Commitments.

Step 1. After logging in, click the ﬂ and navigate on the internal messages. Click on the message on the
Internal Message box.

- IFMIS - TH
FrEE'BalamE FreeEalan Internal Messages

Yo have 2 Mase Masusgss.

Dashboard

Session Details

Step 2. The list of notifications available to the user is displayed here. Click the link ID of the
Commitment to review.
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~TeToToTo =

Select Status From D Subject Posting Date Reading
Date

There is a new Commitment (Code = COMM-23-18-0002) transition
assigned to you

[:l ® Temaroiti
Abereta

[:l ® Mikara Isita 235906 The following Purchase Requisition transition has been Endorsed

Step 2. Click on Update Domain button.

ID

_____

From _

Organization Name
Subject _ o

Body

Transaction = Commitment
Transaction Id = 95

Code = COMM-23-13-0002
Description = For Housing - July 2023
Options Available: Prepared, Reviewed

Entity

Cummitmen@

Step 3. The system will open the screen for the Commitment for review. Review the details of the
Commitment.

Step 4. After reviewing the details of the Commitment, go to the transition field and select the “Endorse”
from the dropdown list.

Transition

Posting Status Endorse
Return for Modification

NOTE: The Endorser or Accountant may also select Return for Modification instead, if there are any
corrections needed in the transaction. Detail the reason why it is returned.

Step 5. Click the Transition button.

Transition
Endorse v
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Step 6. Enter the note for the Endorsement or Return Click the Finish button.

Transitdan

Application Langages: cralish -

Step Note ——

&

Ay Unsaved viork will be lost, Please use previous screen update button 1o update unsaved Data,

Step 11. Click ok on the message “The workflow transition is executed” displayed. At this stage the status
of the Commitment is updated to Reviewed. And the Commitment is no longer editable.

apac.freebalance.com says

Workflow Transition Executed

4.3.2 How to approve Commitments.

Step 1. After logging in, click the u and navigate on the internal messages. Click on the message on the
Internal Message box.

Fl’eeBalanCG j Internal Messages

You have 3 New Measages

Dashhoard
=

Session Details

Loquet
Step 2. The list of notifications available to the user is displayed here. Click the link ID of th
Commitment to approve.
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Internal Message

KA KN =8 D =D =R

Select Status From ID Subject Posting Date Reading
Date
[:| ° Mikara Ieita There is a new Commitment (Code = COMM-23-18-0002) transition
- assigned to you
[:| ° Uritina 23915 Report Server Notification - Local Purchase Order

Etera

Step 2. Click on Update Domain button.

o

From

[s] izati M
rgsnization Nams Administration

Subject

Body

Transaction = Commitment

Transaction Id = 395

Code = COMM-23-18-0002

Description = For Housing - July 2023

Options Available: Approved, Prepared. Cancelled

Entity

Cummitment@

Step 3. The system will open the screen for the Commitment for approval. Review the details of the
Commitment

Step 4. After reviewing the details of the PO, go to the transition field and select the “Approve” from the
dropdown list.

= Workflow Status

Workflow Process Status

Transition
- -‘=
Posting Status Approve
Cancel
. Return for Modification
= Drigin Manoal

Select the “Return for Modification” when there are details that needs to be updated by the user who

prepared the Commitment. And select the “Cancel” when the PO is no longer valid and will not be
continued.

Step 5. Click the Transition button.
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+ ‘Workflow Status
Workflow Process Status

Transition
Approve

Posting Status

* Origin o

Step 10. Enter the note and click the Finish button.

Transition
La
ngusg= English -
Et Mot
=R foRs approved

i

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

O ES

Step 11. Click ok on the message “The workflow transition is executed” displayed. At this stage the status
of the Commitment is updated to Approved.

Commitment Mumber
* Fiscal Year

+ Fiscal Period

* Issue Date

* Budget Office I

+ Workflow Status

Workflow Process Status = ‘

4.4 How to Cancel Commitment

When there is a need to cancel an approved Commitment because of any reason, the steps below are
provided.

Step 1. Go to Commitment and select the Approved from the Workflow Status, and Open in the Status.
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Commitment

[ Search Mode ]

Issue Date

Budoet Office

Workflow Status Approved " h

Commitment Type

Posting Status -
Mot Posted Reason .
Crigin -

Status Open - -_

Step 2. Select the Commitment to close from the list.

PRI W PRI AL 1 UL LR

Commitment

FraaBalanca Application Sulta

m

i+ isgetinn & Apprzpoannns

el
5 i 5 - i
v 51 81 o &1 I
Cennmilmeril Fise ol Wasar Fiseal Pl Husthyeel 030 Wl M Salus Wurhilivs Pro: e fennd AL Halurs- A1
Mimnilier EPTEN
H L ER ake Ll LIER TN frmaisees] 490,00 490,00
Lt
CORM-23-07- 2021 5P 1722 Japoa Aol 450,00 490,00
[
YO Ll i I i LER At Alrainw LR L Auf.nn ARE.ND
naes

Step 3. Go to the field Status and select the “Closed” from the dropdown list.
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Commitment

ojajojcocjojoj=z]o

]
= Commitment Type

PO and Non PO Commitmiet -

= Posting Status

Saved
= Origin Maniua
Name

Micah Birita

= Status l Open -
= Amount AUD
Qpen

Step 4. Click the Update button for the commitment to update the changes made.

Lescription Micah Birita TC to Butaritari 26/07-02/08/23

KN KN KB

Bib
BEE

Select  Serial Coding Block Amount AUD Amount FC Balance AUD
Humber
|:| 1 F04 7 490,00 0.00 40000

Step 5. Click OK on the displayed message to confirm closing of the Commitment.

apac freabalance com says

These changes will create a change reguest. Do you wish to continue ?

Step 6. Click Ok again on the displayed message to complete the cancellation of the Commitment.
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apac.freebalance.com says

Change Request for Obligation Created Succassfully

Step 7. At this point the amount charged against the budget is returned to the available balance.

6 Accounts Payable & Expenditure Management

Expenditure Management includes all Payment Vouchers from all Line Ministries. All PVs prepared and

authorized in the Line Ministries are submitted to the Treasury for checking and approval, as well as
approval for payment.

Purchasing &
Commitment

TREASURY DIVISION

Review by Treasury

Prepare Prepare
Payment Other PVs N
Voucher

Approve by
Treasury
LINE
MINI
Authorize by Line
z;RI Ministry SRO

Budget Control/ Transactive
Estimates Payment

Suppliers

6.1 Payment Vouchers for Direct Payments

The “For Direct Payment” Classification is used for recording a Payment Voucher that does not have a
prerequisite transaction. These are mostly payments for expenses that is not charged against the
budget. Some examples of this are the following.
1. Tax Refunds
Salary Deduction refund
Refunds from revenue collection.
Refund from Customs
Process additional payments to suppliers underpaid invoices.
6. Other kinds of Refunds

Follow these steps in recording Direct Payments:

usWwN
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Step 1. Navigate the Menu > Expenditures > Payment Voucher. The Payment Voucher is displayed by
default at Search Mode.

‘ Expandilliresg

Payment Voucher Work Flow Tracking

] Reports

Step 2. Click the New nbutton.

Payment Voucher

[ Search Mode ]

= Voucher Mumber

Step 3. Select the “For Direct Payment” from the dropdown list.

Payment Voucher

o jaje]s

| Inzert Mode |

= Payment Voucher Classification ——

= Accounting Office

Pay to Others PRymeant
Payment for Advances

* Fayment Voucher Status Payment for Commitments
Payment for Imprest Request & Refund
Mayrment for Local Porchase Orders (LPO)

" Posting Status Fayment for Payroll Expenses

Step 4. Click on the Lookup “ button to go to the Vendor screen

« Vendor

Step 5. Enter the Vendor ID from the Code field, or use the key word or name of the Vendor surrounded

by * *. Click the Find L # ] button, this will display the list of Vendors to select from.
Step 6. Click to select the appropriate Vendor. Once selected, the code of the selected is displayed in the
field.
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Vendor

[ Selection Mode ]

Code Mame

2008200 Rultl BATNREBRL

Step 7. Enter the number on the Invoice/Claim Number and add the data of the Invoice
Invoice/Claim Number 17555 —eee

Involce/Claim Date 11/8/2023 - -

Step 8. Select the applicable payment by Fund Type from the list. Recurrent or development budget
related payments.

= Payment Mode by Fund Type L, -—

= Treasury Bank Account Recurrent Budget - Payments

Development Budget - Payments

Step 9. Type the code of the Bank Account in the blank field in Treasury Bank Account. For reference
these are the Codes of the Bank Accounts. (Please note that these codes may change over time. For
the correct codes always refer to the latest version of the Chart of Account)

621231 No.1 Account

621232 No.4 Account

621233 No. 3 Account

621234 No.5 Account (Kiritimati)
o 621235 No0.6 Account (Stabex Fund)

Step 10. If it is not known, then click the look up on the Treasury Bank Account.

o O O O

Step 11. Click the Find button on the displayed screen and click to select the applicable Bank Account.
For reference these are the list of GoK Bank Accounts to select from.

Treasury Bank Account

ojajsj <l

[ Search Mode ]

I Application ID

Step 12. Click to select the Bank Account
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Treasury Bank Account Republic of Kiribati - Base Configuratio.. I
.

N N Il ES %

[ Selection Mode ] i > Expenditures » Paymen

Application Abbreviation Treasury Bank Account Is Active Funding Source Workflow Status
ID Type

621212 State Fund Physical true Approved

621231 MNo.1 Account Physical true Approved

Step 13. Enter the Narration of the PV transaction.

'} licyn -
et Tax refund Iro Rultl Balnrebu 2022 h

Step 14. Click the New button under the tab Payment Voucher line Item

* Payment Voucher Line Items * payment Voucher Payment Details Attachments

dEDEE EEN ETH IR BZE S

Salect Sarial Commitment Coding Block Description Am
Mumber Item

Step 15. Enter the amount of the Payment Voucher

Payment Voucher Line Item

| * Serial Number

= Amount AUD 200.00 .

i

Step 16. Click the Elements View to add the Coding Block of the Commitment Item. This will display the
dropdown list to select the accounts below.

Payment Voucher Line Item

Sub Ledger Type

* Coding Block

SUB HEAD: Select the Division that needs the commitment.

FUND AGENCY: Select 1101- GoK for recurrent budget, from series 2 codes if from Statutory
expenses, and from series 3 if from development fund expenditures.

PROJECT: Select 00000-Not Defined if recurrent budget, else select the appropriate.
LOCATION: Select from the list.
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e NAC: Select the appropriate NAC for the commitment like Housing Expense, Advertising Cost,
Travel Allowance, etc.
e COFOG: Select the applicable COFOG from the list.

Coding Block

SUE AL
SUB_HEAL 1705 - MFED- Tax -
FUNDING
AGENCY 1101 - Cons. Fund- Gok L
PROIECTS
. 00000 - Not Defined *+ Prev 1-500 -

LOCATION

' 91 - Mational (Country Wide) 4
natins 111110 - Personal I Tax (PAYE) L} +
ACCOUNT rsonal Income Tax -
CODE
COFOG ) ) )

011 - Executive and legislative organs, A “

Step 17. Click the Save and Return when the accounts are selected.

Coding Block

SUB_HEAD 1705 - MFED- Tax v

FUNDING

AGENCY 1101 - Cons. Fund- GoK v

ROJECTS 00000 - Not Defined + Prev 1-500 -
HOCATION 91 - National (Country Wide) -

NATURAL

ACCOUNT 111110 - Personal Income Tax (PAYE) -

CODE

COFOG 011 - Executive and legislative organs, - E

Step 18 Enter the payment item description then click the Save and Return button.
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Drescription

Tax refund iro Ruiti Bainrebu 2022 h
A

Paymant Vouchar [bem Tax [nfio

Select Serial Tax Amount AUD Tax Amount
Mumber Foreign

Step 19. Navigate to the Transition field of the screen and select the “Request for Authorization" from
the dropdown list then.

= Payment Voucher Status

Created
Workflow Process Status
Prepared
Transition -
-
Posting Status Cancel

Request for Authorization

Step 20. Click the Transition =R button.

= Payment Voucher Status Created

Workflow Process Status
Prepared

Transition Request for Authorization - @

Posting Status
g Saved

Step 21. Enter the remarks on the step note for the next approver and click Finish.
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6.2 Payment Vouchers for Purchase Orders

To do this, follow these steps.

Step 1. Navigate the Menu > Expenditures > Payment Voucher. The Payment Voucher is displayed by
default at Search Mode.

‘ Expendillires

Payment Vioucher Work Flow Tracking

) Reports

Step 2. Click the New nbutton.

Payment Voucher

[ Search Mode ]

= Voucher Mumber

Step 3. Select the “Payment For Local Purchase Orders” from the dropdown list.

= Payment Voucher Classification - F

* Accounting Office For Direct Payment

Payment for Advances to LPO-Local Suppliers
Payment for Commitments

Payment for Freight Subsidies

Payment for Imprest Requests & Refunds

= Payment Voucher Status

Posting Status
Flms smmm mm e Fmm T mm | lmm Bl imbrm s Darem e
Step 4. Check the box for “Is Purchase Order Related PV”. Click the Lookup button on the displayed PO
field.
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Is Purchase Order Related Payment Vouche

= Purchase Order

is Prepaid []
Step 5. Click the Find button on the PO Selection screen.
Purchase Order

[ Search Mode ]

PO Mumber

Step 6. Click to select the PO to process

Purchase Order IFMIS - TRAININ

FreeBalance A
(o] a "

PO Purchase Posting Order Status Purchase Order Workflow Workflow Process Status Purchase Order Total Amount AUD
Number Order Date Status Status Description

PO-23-  16/7/2023 Saved Open Approved Approved Request forsupplies for the 34.00
18-0001 3rd Quarter of 2023

Step 7. Enter the number on the Invoice/Claim Number and add the data of the Invoice

Mame MOEL TRADING

i
Invoice/Claim Mumber 391 -_
Invoice/Claim Date 2/7/2023 -

Step 8. Select the applicable payment by Fund Type from the list. Recurrent or development budget
related payments.

= P, t Locati
aymen ration MFED Treasury -

= Payment Mode by Fund Type . ~——

= Treasury Bank &Account

Recurrent Budget - Payments
Development Budget - Payments

- Offset Code AR TR
Step 9. Type the code of the Bank Account in the blank field in Treasury Bank Account. For reference

these are the Codes of the Bank Accounts. (Please note that these codes may change over time. For
the correct codes always refer to the latest version of the Chart of Account)
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621231 No.1 Account

621232 No.4 Account

621233 No. 3 Account

621234 No.5 Account (Kiritimati)

o 621235 No0.6 Account (Stabex Fund)

Step 10. If it is not known, then click the look up on the Treasury Bank Account.

= Treasury Bank Account @

Step 11. Click the Find button on the displayed screen and click to select the applicable Bank Account.
For reference these are the list of GoK Bank Accounts to select from.

o O O O

Treasury Bank Account

N =N N ¢

[ Search Mode ]

I Application ID

Step 12. Click to select the Bank Account

Treasury Bank Account Republic of Kiribati - Base Configuratio.. I

.
FreeBalance Application Suite ]
o] Q] o “

[ Selection Mode ] il > Expenditures >

Application Abbreviation Treasury Bank Account Is Active Funding Source Workflow Status
D Type

621212 State Fund Phiysical true Approved

621231 No.1 Account Phiysical true Approved

Step 13. Enter the Narration of the PV transaction.

* Narration Payment for Inv 321 to Moel

Step 14. Click the Save Button.

130

FreeBalance Confidential




SR
FreeBalance

Payment Voucher

N =N R

[ Insert Mode ]
Created 0 _,
-~ tabereta ‘CR

Created Date

Approved By

Approved Date

= Narration

Payment for Inv 321 to Moel

* payment Vioucher Line Items * Payment Voucher Payment Datails Attachments
W &
Select Serial Commitment Coding Block Description Amount AUD Tax Amount Net Amount fl
Number Item AUD AUD
n 1 1801/1101/00000/91/229112/101 Computer cable 12.00 0.00 12.00
| & )
——

Step 15. Close the validation message and click the Save button again. A message is displayed that the
transaction is inserted. Click Ok on the displayed message to proceed updating the PV

apac.freebalance.com says

Code PV-23-18-0001 inserted

Step 16. Since this is a Purchase related PV, the VAT needs to be deducted from the amount. Click the
link PV Item (Note: All lines with Underline are drill down link to the details) this will open the PV Line-
Item screen. Scroll to the bottom of the screen and click the New button n the PV Tax Information.

+ Coding Block =
2/000 o —

Is Advance Racovary |:|

Quantity Roochvad

Uit Prica ALD

* Bemcriplion Commitmant for intarnat faa

original Amount AUD

Paymant Wouchar Ham T Info

Tax Amount AU Tax Amount
Foreigmn

Step 17. Type the Code of the tax in the Tax field.

e VAT -12.5% Value Added Tax based on computation [(ltem Amount / 112.5%) x 12.5%]
CT- 5% Company Tax charged to Non-VAT Items [Item Amount x 5%)]
CT_VAT- - 5% Company Tax charged to VAT Inclusive Items [(Item Amount / 112.5%) x 5%]
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Step 18. Select the Deducted from the dropdown list. The amount calculated will be displayed. Then
click the Save and Return button.

Expense Voucher Item Tax Information

Serial Number

= Tax VAT Q
= Added / Deducted Deducted - -

Tax Item Coding Block

Tax Amount AUD P

Tax Amount Foreign o

Step 19. Click the Update and Return button on the PV Line-Item screen.

= Coding Block -
ooy roroooers/zzeLt y - - -
P & @ &

2/000
Is Advance Recovery [ ]

Quantity Received

Unit Price AUD

= Description Committed for internet

original Amount AUD

| Payment Woucher Item Tax Info

EN EE =N R

oy

Select Serial Tax Tax Amount AUD Tax Amount
Number Foreign
12.5 % Value Added 86.91 0.00 Edit
Tax (VAT)

Step 20. Click the Update button. A message is displayed that the Payment Voucher is updated.
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N S =N R &

Sulunl Serval Comrmibmsnl Diligative Sediny Bluck Kzmuriphivm Arnaanl AL Nax Ansunk Ml Ainunt

raignbeey e ALY L

u L [ SO W ke e Rk K T H TR R B P R LI e el W 1) D 1 4 TRRFR -AfA1 A9N.A%
1 7=n0%4 ——————————————

>

Step 21. Click the Attachment Tab

FOPUECIN P IOYEE FUINONILE U1 LFUALILE § L LR

4 raymant Wouchar Line Lams & paymrmt Youchas Vayrment Detals
L T
Sebect Information Dol

“

Step 22. Click the New button.

* Payment Voucher Line Ttems * Payment Voucher Payment Details Attachments
@un

Select Information Download

Step 23. Select the “PV Supporting Documents” from the field Attachment Classification and add the title
and description of the document to attach. Then click the Choose file to add the document to attach.

Application 1D

Attachment Classification PV Supporting Documents -

Language English -
* Title Invoice 321 P
g
Description Invaice from Moel P
- e
([ Crocs= File | Jlo fie cho
« Atka DhrTIEFIt ' =en

Date Time

Step 24. Click the Save and Return
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Attachment Classification

PV Supporting Documents -
Language English -
© Tidle Invoice 321

Description Invoice from Moel

Imvoice32 1-Moel_pdf

+ Attachment
Date Time

User

Step 25. Click the Update button again.

Approved By
Approved Date
= Marration
Payment for Inv 321 to Moel
* Payment Voucher Line Items * Payment Voucher Payment Details Atta
R
Select Information Download
u Title:Invoice 321 Invoice32 1-Moel. pdf
=" Size: 182.5
Temaroiti On: 16/7/2023
Abereta

2=

Step 26. Navigate to the Transition field of the screen and select the “Request for Authorization" from
the dropdown list then
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= Payment Voucher Status

Created
Workflow Process Status
Prepared
Transition h
-
Posting Status Cancel

Request for Authorization

Step 27. Click the Transition =R button.

= Payment Voucher Status Created

Workflow Process Status
Prepared

Transition Request for Authorization - @

Posting Stat
ing Status Saved

Step 28. Enter the remarks on the step note for the next approver. Click the Finish button. A
message is displayed saying that the workflow transition is executed.

Soplvelizn La- puzpe kel .

Sap bl

&

viry Uresreed mzrks will be lost, Flaese vz previcus sorean updata-batban to upcass anewsed Ueka,

@

6.3 Payment Vouchers for Commitment

To record Payment Voucher from commitment, follow these steps.

Step 1. Navigate the Menu > Expenditures > Payment Voucher. The Payment Voucher is displayed by
defaOult at Search Mode.

‘ Expendillres

Payment Vioucher Work Flow Tracking

) Reports
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Step 2. Click the New nbutton.

Payment Voucher

[ Search Mode ]

= Voucher Mumber

Step 3. Select the “Payment For Commitments” from the dropdown list.

= Voucher Date

16/7/2023

= Payment Voucher Classification - _

* Accounting Office For Direct Payment

Payment for Advances to LPO-Local Suppliers

« Payment Voucher Status Payment for Commitments

Payment for Freight Subsidies
Payment for Imprest Requests & Refunds

®
Step 4. Click on the Lookup button to go to the Vendor screen

« Vendor

Step 5. Click the Find L # ] button; this will display the list of Vendors to select from.
Vendor

‘eJafJes] x[ a)

[ Search Mode ]

Code

Step 6. Click to select the appropriate Vendor. Once selected, the code of the selected is displayed in the
field.
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Vendor

KN N =l ES

[ Selection Mode ]
|

13 ARIERA TAUANIBURE

14 ATINIMARAWSA COMPANY ATINIMAR
15 KIRIBATT MOTOR COMPANY LTD EMCL

16 BAMNIAN ATUERL BAMIATUE
17 FIRIBATI MURSE ASSOCIATION ENA

18 BARANIKO RUITT BARARUTT

Step 7. Enter the Claim Number/Invoice Nuber and the date.

N
ame KIRIBATT HOUSING CORPORATION

= Invoice/Claim Number

H-001 "_
= Invoice/Claim Date 2/7/2023 .,_

Step 8. Select the applicable payment by Fund Type from the list. Recurrent or development budget
related payments.

= P t Locati
symen Faton MFED Treasury -

= Payment Mode by Fund Type

= Treasury Bank Account

Recurrent Budget - Payments
Development Budget - Payments

- Offset Code AN T
Step 9. Type the code of the Bank Account in the blank field in Treasury Bank Account. For reference
these are the Codes of the Bank Accounts. (Please note that these codes may change over time. For
the correct codes always refer to the latest version of the Chart of Account)
621231 No.1 Account
621232 No.4 Account
621233 No. 3 Account

621234 No.5 Account (Kiritimati)
o 621235N0.6 Account (Stabex Fund)

Step 10. If it is not known, then click the look up on the Treasury Bank Account.

= Treasury Bank Account @

Step 11. Click the Find button on the displayed screen and click to select the applicable Bank Account.
For reference these are the list of GoK Bank Accounts to select from.

O O O O
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Treasury Bank Account

ojajs ] x|

[ Search Mode ]

I Application ID

Step 12. Click to select the Bank Account

Treasury Bank Account Republic of Kiribati - Base Configuratio.. I

.
FreeBalance Application Suite .
o] a v .

[ Selection Mode ] il » Expenditures »

Application Abbreviation Treasury Bank Account Is Active Funding Source Workflow Status
D Type

621212 State Fund Physical true Approved

621231 Mo.1 Account Physical true Approved

Step 13. Enter the Narration of the PV transaction.

* Marration Payment for Housing - July 2023

Step 14. Click the Import Commitment Item

* Payment Voucher Payment Detzils Attachments
T

Select Serial Commitment Coding Block Description | 4 it £t [ax Amount
Number Ttem mport Commitment [tem AUD

Step 15. Click the Search button

Commitment Item

[ Search Mode ]

Senal Number

Step 16. Click to select the Commitment to pay.
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Commitment Item IFMIS - TRAINING

(o] Q| e

[ Selection Mode ] ik B
Select Obligation Created On Serial Number Coding Block Amount Domestic Description
D COMM-23-18-0002 16/7/2023 07:50:18 1 1801/1101/00000/91/211113/101 120.00 using - July 2023

Step 17. Click the Save button.

" FRyment Voucher Pament el Hzchmenss
:
[ T (& |

Select Serial Commitment Coding Block Description Amount AUD Tax A t NetA nt A FC Tax
Number Item AUD AUD
n 1 1801/1101/00000/91/211113/101 using - July 2023 120.00 0.00 120.00 0.00

Step 18. Navigate to the Transition field of the screen and select the “Request for Authorization" from
the dropdown list then

= Payment Voucher Status Created

Workflow Process Status
Prepared

Transition P
-

Posting Status Cancel

Request for Authorization

Step 19. Click the Transition Ebutton.

= Payment Voucher Status Created

Workflow Process Status
Prepared

Transition Request for Authorization - @

Posting Stat
ng tatus Saved

Step 20. Enter the remarks on the step note for the next approver. Click the Finish button. A
message is displayed saying that the workflow transition is executed.
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6.4 How to process Payment for Pay to Others.

Pay to Others are Payment Vouchers prepared for multiple payees. These are usually prepared for the
following.

1. Sitting Allowance
2. Leave Grants
3. Payments for Pensions

In preparing the PV, an approved Commitment is required. To record PVs with multi vendor payees,
follow these steps.

Step 1. Navigate the Payment Voucher and click the New button.

Payment Voucher

[ Search Mode ]

Step 2. Select the “Pay to Others Payment for Multiple Payees” from the dropdown list in Payment
Voucher Classification.

*= Fiscal Period

J
m
o
m

rel

= Voucher Date 16/11/2023
= Payment Voucher Classification Pay to Others Payment for Multiple Payees *

Step 3. Select the “Transactive Payment” from the dropdown list of the Multi Vendor Payment Method
field.
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Payment Voucher Classification Pay to Others Payment -

# Multi Vendor Payment Method

Cash

Cheque

Cross border fund transfer
Direct Credit Receipt
EFTPOS

Fast Deposit

GIRO/ACH

Not Posted Reason | Transactive Payment B

Step 4. Click the Look up on the Vendor.

* Payment Voucher Status

= Posting Status

* Viendor

Invalce/Clalm Number

Step 5. Enter the *Vendor Name* and then click the Search button.
For reference purposes these are the vendors used for Multi payee payment.

e 107 List of Pension Payees as attached.
e 108 Pay to Others
e 82 List of Leave Grant Payees as attached.

Vendor

KN N =l ES

Code

Eligibility Status

Name *pay to others®

Step 6. Click to select the Vendor.
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Vendor

KN KN =5 ES

Code Name

108 Pay to Others

Step 7. Input the Invoice Number (Use the minutes meeting date/number or any reference.), Invoice
Date, Select the Payment Mode and add the Treasury Bank Account.

SA-11.13-11.15 *—

Invoice/Claim Date 16/11/2023 ﬁh
= Involce Recelpt Date 161172023 E

= Payment Location

Lnveoice/Claim Number

MFED Treasury -

Recurrent Budget - Payments P
= Treasury Bank Account 631231 m

Step 8. Enter the Narration of the PV and click the Import Commitment Item.

= Payment Made by Fund Typ=

Marration Payment for Sitting Allowance Nov 13 to 15
o
* Payment Voucher Line [lems = Payment Voucher Payrnent Delails Allachrments
| T @
Select Serial  Commitment Coding Block Description Amount AL Tax Amount
NMumber Ttem ALIDY

Step 9. The list of approved Commitments are displayed filtered based on the vendor selected. Click to

select the Commitment to process.
Commitmant Itam

CH N EH ES KB EEIN T

FresBalance Applicatien Sulta

Sele Al | Seed Mo

sade . aphiligalion Corazalicnl dbn serinl Monnher  Codling Shok Annmanl Desmeslic Besaripdinge
[ coe2a-1-nl.g IHEIOLE L LTUT L T ‘i St CILIT HEng alwands cHouslie o B
[ =oesan-1r-nzil AFRZI 15a7 L LFOLILOLZFGA L E LI 1L A0 IL 5E.EY tex bduzken total 5Eg alomente,
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Step 10. The details from the Commitment are displayed in the PV Line Item. Go to the Payment Voucher
Payment Details to add the Vendor.

Marration Payment for Sitking Allowance Moy 13 ko 15
P
* Paprmenl Vuuchen L Ilerns * Payirienl vouchar Fayreanl Delals Allashimenls
KN | &
Select  Serial  Commitment Coding Block Description Amount AR Tax Amount  Nel Amount
Mumikeer Tlem By ALY
1 1700/3100/23004/ 1372112147011 Sitting allowance exclusive 631.25 0.00 631.2%
of tiee,
Step 11. Click the New button.
* Payment Voucher Line Items * Payment Voucher Payment Details Attachments
&S
Select Serial Payment Payment Method Payment Reference
Number Due Date Number

Step 12. Enter the amount that is distributed to the Payee.

Payee Address

* Payment Amount AUD 56 |

Payment Amount FC

Step 13. Click the Lookup button on the Vendor field.

= Vendor

= Met Pavment Amount AUD R
Step 14. Enter the *Payee Name* and then click the Lookup Button.
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FreeBalance

Vendor

oJaJa] <[ a)

[ Search Mode ]

FreeBalance Application Suite

Code
Eligibility Status

MName *leekoa™

Step 15. Select the Vendor Bank Account from the dropdown list. NOTE: It is important that the Bank
Account of the Payee is already in IFMIS.

Mame .
Teekoa Iuta

= Vendor Bank Account

w

= MNet Payment Amount AUD AOOR2T

Step 16. Click on the Save and Return on the Payment Details screen.
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Name Teekoa Iuta
PA

= Vendor Bank Account 809827 v

Branch ANZ Kiribati

Bank ANZ Kiribati

= Net Payment Amount AUD 631.25

MNet Payment Amount FC 0.00

Is Extracted Payment D

* Payment Method Transactive Payment
Payment Reference Number Series

Payment Reference Number

Payment Date

Payment Status

Payment Delivery Date

Step 17. Repeat the steps to enter all the Payees with their payment amount. Click the Save button once
all Payees are added.

e m
Ll =R

Select Seiial Py Cil Py cinl Hethad Pasgenciin Refcreroe: Weislor  Paymcil Asmount  Payincil At Paid
Migmbszr Due Dot Pl Lz AUD FC

n Lt L L5 Irarzsctive Fagmant ek Juta S0.00 0.0 :|

-] 16/11/3023 Tursocive Fuerient Eilians Soiron 17525 et |

ﬂ Lhat 1 L5 40acs Irmrmactive Fagmment [Ty r— (RHRIN] [HIEE :|

H 16473033 Tioesocive Foemont Tagmaii Mamzeirg 260.00 .00 |

Step 18. Click Ok on the Message displayed.
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Payment Voucher apac.freebalance.com says

Step 19. The Payment Voucher is already created at this point. Proceed with transitioning the Payment
Voucher by going to the Transition field and finish the workflow.

6.5 Approval Process of Payment Voucher

6.5.1 How to authorize Payment Voucher

The Payment Vouchers sent for Authorization by the Accounts officers will be sent to the assigned SROs,
for Line ministry approval. To process this, follow the steps defined below:

Step 1. After logging in, click the ﬂ and navigate on the internal messages. Click on the message on the
Internal Message box.

G aragas Internal Messages

— You have 3 Mew Meszages.

Dashboard

Session Details

] . . g T
Step 2. The list of notifications available to the user is displayed here. Click the link ID of the
Commitment to review.

Internal Message

KA N E°E §°E il =R

Select Status From ID Subject Posting
Date
Temaroiti There is a new Payment Voucher (Code = PV-23-18-0001) 16/7/2023
ADEreta — transition ass JI'I:Ij 0o you
l:l e Uritina 23915 Report Server Motification - Local Purchase Order
Etera

Step 3. Click on Update Domain button.
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From Temaroiti Abereta

Organization Name o .
g Administration

Subject . ) L
] There i1s a new Payment Voucher ({Code = PV-23-18-0001) transition assig

Body

Transaction = Payment Voucher

Transaction Id = 108

Code = PW-23-18-0001

Description = Payment for Inv 321 to Moel
Options Available: Ministry Authorized, Prepared

Entity
Payment YVouch

Step 4. The system will open the screen for the PV for authorization. Review the details of the PV

Step 5. After reviewing the details of the PV, go to the transition field and select the “Authorize by Line

Ministry” from the dropdown list.
+ Payment Voucher Status Approval Requested

Worlkflow Process Status o L
For Authonzation

Transition

- -—
Posting Stotus Authorize by Line Ministry

Return for Modification

Select the “Return for Modification” when there are changes that needs to be done by the employee

who prepared the PV.

Step 6. Click the Transition button.
+ Payment Voucher Status Approval Requested

Worlkflow Process Status o o
For Authonzation

Transition authorize by Line Ministry -

Posting Status
g Saved

Step 7. Enter the note for the approval and select the employee to approve the PV. Click the Finish
button.
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Language English -

Step Mote For payment

e

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

=

Step 8. Click ok on the message “The workflow transition is executed” displayed. At this stage the status
of the PV is updated to Ministry Authorized. And the PV is no longer editable.

Note:

Review and Approval of Payment Vouchers are specified and details in the Users Manual for Treasury
Document.

6.5.2 How to print PV report.

Once the PV is created and posted, generating, and downloading the report is already enabled. This will
be printable all through every PV stages.

Step 1. Navigate the buttons at the top page of the PV screen.

r\l
Step 2. Click on the Generate Report (pdf) button. The form will be downloaded ready for
viewing and printing if needed.

Payment Vvoucher

[ View Mode ]

woucher Number

I + Fiscal Year .

Step 3. Click the downloaded file. The file is ready for printing.

GOVERNMENT OF KIRIBATI
Ministry of Women, Youth, Sports and Social Affairs

i

Kiribati
Vo T PAYMENT VOUCHER
Payment For - Administration (1801) MNumber - PW-23-18-0001
Payee Mame . MOEL TRADING Payment Method : EFT
Payee Address : South Tarawa Invoice Number : 321
Payee Bank Account : Bank: ANZ Kiribati /Account Number: 296756
Serial # | Description | Accounts Amount
1 Administration/ GoK/ Not Defined! National {Country Wide)' Withholding 1801/1101/00000/91/631844/101 -1.50
Tax Payable (WAT) Sickness and disability
2 Administration/ Gok/ Not Defined! National {Country Wide ) Local 1801/1101/00000/91/229112/101 12.00
Stationery and Supplies! Sickness and disability
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6.6 How to cancel PV

In cases when there is a need to cancel a PV because of any reason, the approver of the PV can cancel
the Payment Voucher. The cancellation can reverse the JV posted from the approval and will update the
status of the PO or commitment that was linked. Also, only the PVs that are not yet paid can be
cancelled.

To cancel a PV, follow these steps.

Step 1. Go to the Payment Voucher Screen and select the “Approved” from the Workflow Status list and
the “No” from the paid field.

Payment Voucher

| Search HMode |

Accounting Office

-
Paymeant Woucher Stabus approvad - |

Pasting Status
Mot Posted Reason
Chrigin

Currancy
Exchange Rate
Total Armount AUD
Total Amount FC

lournal Vouchar

1s Purchase Order Related Payment Voucher

Purchase Grder

is Prepaid
Pald Status g . l
15 Reversed [+]

Step 2. Go to the Transition field and select the “Cancel” from the dropdown.

Payment Voucher Status

Approved
Workflow Process Status

Approve by Treasury (up to

Transition

rosting status | Cancel

Step 3. Enter the reason of the cancellation in the step note field and then click the Finish button.
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e

I Applicalion Language
s Huay English -

= Step Mote
I Cancellad due to erroneous tax amount

#~

Any Unsaved work will be lost, Please use previons screen apdate-botton to apdate onsaved Data

=

Step 4. Click Ok on the message with “Workflow executed”
Payment Voucher

ojajsjcejoygego

Voucher Number

PV-23-01-0157
Fiscal Year FY 2023 -
Fiscal Period SEPTEMBER
Voucher Date 6/9/2023
= Payment Voucher Classification For Direct Pavment
Accounting Office 0104
Payment Voucher Status Cancelled

Step 5. At this point the Initial Journal Voucher posted from the approval is also reversed. The PV amount
that was charged against the budget was also returned to the Available Balance.
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As collection or receipts of Cash incurs, the Cashier must then issue the General Receipt to document
the transaction. This must be recorded under the Revenue Vouchers. As the Voucher is created and
saved, the cashier may then generate the receipt for signature. The recorded online voucher must then
be processed for Line Ministry Approval up to the Treasury.

&

General Pulf

Prepare Receiot

Revenue eceip
Authorize by Review by Approve by
Line Ministry Treasury Treasury

7.1 How to record Revenue Vouchers

Step 1. Navigate the Menu > Revenue Management > Revenue Voucher. The Revenue Voucher is
displayed by default at Search Mode.

‘ Reyenue Management

Revenue Voucher Target Stage

] Reports

Step 2. Click the New button and provide details as follows.

Revenue Voucher

[ Search Mode ]

Step 3. Select the applicable from the dropdown list.
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= Collection Classification . h

* Revenue Invoice Type Collection from Imprest

Collection from NonTax Revenue
Collection from Outer Islands
Collection from Poster Sales
Collection from Tax Revenue

Posting Status Collection of Fees (All Types)

From Vendor Overpayments

= Invoice Workflow Status

Step 4. Customer is defaulted to General Public. Enter the name of the individual collected from.

Collected from (Mame of Individual) Meere

Step 5. Select the applicable mode from the list

= Receipt Mode

= Bank Account

Recurrent Budget - Payments a

Development Budget - Payments

Step 6. Bank Account: Click on the Lookup button and click on the find button for the displayed screen.
Click to select the applicable item from the list. Or the User can type in directly the codes of the Bank
Accounts. (Please note that these codes may change over time. For the correct codes always refer
to the latest version of the Chart of Account)

621231 No.1 Account

621232 No.4 Account

621233 No. 3 Account

621234 No.5 Account (Kiritimati)
621235 No.6 Account (Stabex Fund)

= Bank Account @

Step 7. Click the Find button.

®mon oo

Treasury Ban k Account

[ Search Mode ]

I Application ID

Step 8. Click to select the Bank Account. The selected code will be displayed in the field Bank Account.
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Treasury Bank Account Republic of Kiribati - Base Configuratio.. I

.
FreeBalance Application Suite N
KB ES ” N

[ Selection Mode ] il > Expenditures »

Application Abbreviation Treasury Bank Account Is Active Funding Source Workflow Status
ID Type

621212 State Fund Physical true Approved

621231 Mo.1 Account Physical true Approved

= Bank Account 621231

Step 9. Narration: Enter the details of the RV Transaction.

* Narration

Step 10. Click the New button under the tab RV Items and provide the following.

* R'l.' Items * RV Payment Details Attachments Additional Information
Select Correlah\re Quantity Coding Block Unit Price AUD Price AUD

Step 11. Enter the item description; quantity is defaulted at 1 and amount of the collection in the Unit
Price

+ Description

4-—”

Unit Of Measure
+ Unit Price AUD

Unit Price FC

-
+ Coding Block
/ HE K
e

Sub Ledger Type

Mot Applicable

* Quantity 1.000

Step 12. Coding Block: Click on the Elements View button to add the details of the Codes. Select the
applicable codes from the dropdown list.

+ Coding Block
e

o SUB HEAD: Select the Division from the dropdown list

o FUND AGENCY: Select 1101- GoK for recurrent budget, from series 2 codes if from
Statutory expenses, and from series 3 if from development fund expenditures.

o PROJECT: Select 00000-Not Defined if this is is from recurrent budget, else select the
appropriate.
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o LOCATION: Select from the list.

o NAC: Select the Revenue code applicable from the list for codes starting with 1...

o COFOG: Select the applicable COFOG from the list. Remember for revenue items
COFOG code will always be 000

Step 13. Click the save and return button once the accounts are selected.

FUNDING - - -

ACENCY 1101 - Gowvernment of Kiribati_Consolidate -
=

PROIECTS 00000 - Mot Defined - Prew 1- 500

MATURAL

CODE

L~ ) <

Step 14. Click the Save and Return button on the RV Line Item

Revenue Voucher Ttem

Correlative ID

* Description sports complex fee

Unit Of Measure
+ Unit Price AUD

50.00

Unit Price FC -

+ Coding Block Y
s000 r

Sub Ledger Type

Not Applicable
* Quantity 1.000
Price AUD P
L L
Price FC

o
-
')

Step 15. The saved items are displayed as a line item here

* RV Payment Details Attachments Additional Information
L T

Select Correlative Quantity Coding Block Unit Price AUD Price AUD Price FC Description
D
(] 1.000 1802/1101/00000/91/141518/000 50.00 50.00 0.00 sports complex fee Edit
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Step 16. Go to the tab RV Payment Details to add the details of the collected amounts. Click the edit link
. .

* RV Items * RV Payment Details Attachments Additional Information
“

Select Correlative Payment MNet Payment
ID Due Date Amount AUD

[:| 16/7/2023

Step 17. Enter the reference number of the payment and the collection date. Then click the update and
Return button

Revenue Invoice Payment Detail

Serial Number

* Payment Due Date 16/7/2023
+ Payment Amount AUD 50.00

Payment Amount FC

Reference Number 0001-0716

Cheque/Collection Date 16/7/2023

Step 18. Click the Save button when done. A message is displayed that the Transfer Voucher workflow is
executed.

* RV Items * RV Payment Details Attachments
“

Select Correlative Payment Met Payment
ID Due Date Amount AUD
[:| 16/7/2023 50.00 Edit
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Step 19. Click ok on the message displayed.

apac.freebalance.com says

Revenue Voucher

Step 20. Navigate to the Transition field of the screen and select the “Request for Review “from the
dropdown list.

lransition ._
* Posting Status Cancel

Step 21. Click the Transition button.

= Status

Workflow Process Status

Transitien Request for Review ¥ @

= Posting Status ;

Step 22. Enter the remarks on the step note for the next approver. Click the Finish button. A message is
displayed saying that the workflow.

Trznskion

Sl el s gz Blelhs .

Saphule

&

viry Uresrezd wzrk will be |zt Flaese vme previous sorean updata- battos to upcats aneeed Ueka,

@xa

/.2 How to print General Receipt

The General receipt will be available for download and printing upon posting or saving of the Revenue
Voucher. The collecting officer may generate the receipts following the steps defined below:

Step 1. Navigate the Revenue Management > Reports > IFMIS Reports > General Receipt

‘ Rewenise Managenmenk Reparts > IFMTS Reports

General Reoeipl
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Step 2. Provide the details as follows.

General Receipt

* Fiscal Yoar 2023 -
* Fiscal Period NOVEMBER -
* Ministry 17-MFED -
* Created By Teretango Ruuka -
* R Number From RAV-23-17-0225 -
* R Mumber To RV=-23=-17-0229 -
POF v =

Step 3. Click the Generate Report button.

General Receipt

* Fiscal Yoar 2023 -
* Fiscal Period NOVEMBER -
* Ministry 17-MFED -
* Created By Teretango Ruuka -
* R Number From RAV-23-17-0225 -
* R Mumber To RV=-23=-17-0229 -
R

Step 4. Click Ok on the displayed message.
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General Receipt

@ Ihe Report SGencral Receipt VWas Send To
Reapn Server With 100 10 WIN-AVHO2 AT
51388- 166957 B465682-5:22°1:1:1

Ok

Step 5. Click the (i) button to display the Internal Messages.
Republic of Kiribati -

General Receipt
FrezBalanc

Internal Messages

iy heee 1 Wew Hessages,

il » Revenue Mansgement ¥

Dashboard
=

Secssion Details

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

Lnternal Message

RS N BN BN =R N

Select  Status  From L1h] Subject Pasting Date
|_| . TeriLinnshos - DE:15:31

Step 7. Scroll down to the bottom on the screen for the details and click the link to the file to download
the General Receipt.
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Internal Message

Organization Name

Treasury
Subject Report Server Notification - General Receipt
Body Report General Receipt With Report Server ID: ID:WIN-AVHO2FETMOV-
61588-1689578465682-5:22:1:1:1 it is Ready
4
Send Email :
Requires Action :
Receive Read Notice :
Receive Action Notice :
Posting Date e e e
10 UL UG.10.01
Reading Date
Due Date
Action Date
Attachments
Attachment Information File Name (Click to Download)
Title:General Receipt General Receipt-ID:WIN-AYHO2FETMOV- b
Buy: 61588-1689578465682-5:22:1:1:1.PDF
-..'h . — [ —— Civa- 1= 74 =1
Step 8. Open the generated report to be printed and signed/ provided to the Payor.
| . | Republic of Kiribati
.
‘1-5___-'___“,.#" GEMERAL RECEIPT
Ministry/Departmeant @ MOES Primary (1502} MNo. B I BV-23-15-0003
Station : Bikenibeu (14) Daates - D3 Aug 23
Recaived From . Sieruka Karea and Evelyn Karea
the sum of - " OME HUNDRED AMD EIGHTY Doallars®®
in setlemeant of © Rurubao school fee class 4 and class 2 temn 2
Amount $ : % 180,00 Cash/Cheque Mo _ Marela Tanoua

Gl Puvposs Fore 14 Accountable OMficer

Republic of Kiribati

‘E‘ GENERAL RECEIPT
Ministry/Department © MOES Primary (1502} MNo. B RW-23-15-0004
Station . Bikenibeg (14) Dale . 03 Aug 23
Received From : Tite Malilda Kaono
thie sum of - ** MIMETY Dollars™
in settlement of © Runubao school fee for term 2
Amount § $90.00 Cash/Cheque Mo _ karnta Tanouas

Accountable OMficer

Ganaral Purpose Form 14
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7.3 How to Approve the Revenue Voucher from the Line Ministry

The initial authorization and approval of the Revenue Voucher will be coming from the Line Ministry SROs.
To approve the RV, follow the steps defined below:

Step 1. After logging in, click the ﬂ to display the Internal Messages.

ey Reoublic of Kiroati - TRA
Freeti-bone FreeBalanc Internal Messages

Yo bowr 20 Kew Mo,

Dashboard
=

Session Details

Step 2. Click the New messages box on the internal messages.

Inter=Z, [ Z="=nes

You have 20 New Messages.

DETH LG E] )
=

Step 3. 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 Revenue Voucher. This will open the details of the
RV.

Titemial Meceage

KA N =80 =D D R

Selet Al Tawd Mow

Selel  Setus  Trom (1] Subjecl Posting Cule  Besding Dale  Due Ouie Hudion [sle
alsi | IG5t Thirs i o e Beaenon Snadne bs = Ri-23-15-0001] trens disn axsymeal 14005

Step 4. Click on Update Domain E.button on the displayed Internal Message screen. The system will
open the screen for the Voucher for review.
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Internal Message
[t

jin]

From

Organization Name
Subject

Bod )
Y Transaction = Revenue Voucher

Transaction Id = 36

Code = RV-23-15-0001

Description = Library Fine - Aug 3

Options Available: Prepared, Ministry Authorized

Entity

h-
Revenue Vouche ' a '

Step 5. Go to the Attachment tab, by clicking it. The document is displayed as a line item. Click the link to
the file to download the document.

* RV Items * RV Payment Details 1 Attachments - ———————
T |

Select Information Download

Title: Receipts and other supporting_documents
By:
Buike On: 30/7/2023
Marea

General Receipt and other Supporting
documents. pdf

37 KB

Step 6. After the review, go up to the Transition field and select the “Ministry Authorized” from the

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

Transition -
= Posting Status Ministry Authorized

Return for Modification
Transition . .

Ministry Authorized -

Note: In case, the Revenue 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.
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Step 7. Enter the step note as an instruction or information to the next approver user. And then click the
Finish button

Iransition

Applicabon Language
Fe guag English -

Step Mote B

TN X

7.4 How to record Deposits.

The use of Deposit for IFMIS is to update the Revenue Voucher for the Deposit number of the Cash
Collections made during the day, or week.

Any Unsaved work will be lost, Please use previous soreen update-button to update unsaved Data,

Only the approved Revenue Vouchers can be updated for the Deposit number. To use the deposit
functionality of IFMIS, follow these steps.

Step 1. Navigate the Menu > Revenue Management > Bank Deposit

] Support Entities

Revenue Voucher

7 Reports

Step 2. Click the Lookup on the Treasury Bank Account.

Cash Invoice / Receipt Bank Deposit

= Treasury Bank Account

Currency

Step 3. Click the Find button on the Treasury Bank Account Seach Screen
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Treasury Bank Account

KN N B

Application ID

Step 4. Click to select the Bank Account where to deposit the Collection.
=)

Treasury Bank Account

(e JaJefx
i

?-Enplicnﬁ-:nn Abbroviation 15 Active Workflow Status
521220 Lash jn Transil Live Aproved
[Fa )| tashn Iransit- lamastic trsm Aparavesd
5213231 ol Account Liue Aproved
5213233 Tdood Accownt Loue Aproved
621233 Mo, 3 ocnint trs Apnraved

Step 5. Enter the Deposit Number and the Deposit Date. NOTE that doing this means that the deposit is
already made and that the Deposit slip is already available.

Cash Invoice / Receipt Bank Deposit

= Treasury Bank Account 621231

Currency

= Bank Deposit Number 3471 ‘

= Bank Deposit Date 16/11/2023 . ‘

Step 6. Click on the Cash Invoice Tab and then click on the Lookup Button.
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Cash Invoice / Receipt Bank Deposit

Receipt Total Foreign Amount
Invoice Total Domestic Amount

Invoice Total Foreign Amount

-—

* Cash Receipt Voucher * Cash Invoice
T
Select Application ID Receipt Date Institution

Step 7. Click on the Lookup button.

* Cash Receipt Voucher * Cash Invoice

select Lockup (Number  Voucher Date Institution

S
FreeBalance

Step 8. Click on the Find button to display all Approved Revenue Vouchers for deposit.

Revenue Voucher

KN S =l ES

Step 9. Check the RVs on the check box under the “Select” column to select the RVs deposited. Refer also
to the date of the RVs when depositing multiple RVs. Click the Return button once all items are selected.
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FEEEOUDNG O PISISEN - RS

Revenue Voucher FresBalance Application

Sekect Al

Unscdeatt All

A F reci: Managenein ¥

Sclzc ol | Sl
Seleel Wuncher Huombser Vanichwer Deale Irneaice Warkiles Posling Sl Huial Slalus Vourher Corrency  Coslsmner Culbectian
Slalis Climusilival im
a ~Ld=LE SR FATETEREE g R e sl @ i
u - 251 700K fppreren] Sl s AL o
[ - kR bl Apnrseed Gawed e AL pe's} I
B | ewears spprzed Gaeed hi-H &L = I
B | wveirom Apprrer) el L AL Ey v
[ P LR el Appresd Gierd AL o I
B |ceesrons fourzed Saweg T+ sz = I
— - -

Step 10. The items selected are displayed in the screen. Click the Update button to complete recording
the deposit.
Cash Invoice / Receipt Bank Deposit

=S B =N

Select  Vouchwer Numnber Woucher Dale Lnstitulion Imvoice Tolal Duinestic
ArEsunt

HW=-24- 18-S FLAAR 1A .l
R3-SR Frp il LA 12,40

Ay 23 17 D09 ENTI023 103 158225
Ay 23 17 0040 ENTA023 103 .80
By-23- 170011 INTI023 1703 500
Biy-23-17-0012 ENTA023 1703 10.00
By-23-17-0013 XT3 1703 5.00

Step 11. Click Ok on the displayed message.

apac._freebalance.com says

Cash Receipt Vouchers updated for $21231 Treasury Bank Account

Step 12. To check the updated deposit number of the RV, click on the linked RV.
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Cash Invoice / Receipt Bank Deposit

=N N =N N

Select Voucher Number Voucher Date Institution
RV-23-17-0007 21/7/2023 1702
RV-23-17-0008 27/7/2023 1702
RV-23-17-0009 27/7/2023 1702

Step 13. Go to the field Deposit Number and Date to confirm.

Revenue Voucher

KB KN =5 3 K

* Paid Status

* Receipt Method Fach

* Receiving Location MFED Tre
* Collection Mode by Fund Type e
* Bank Account =177

Datails

Receipt Term

Bank Deposit No. p— I

Bank Deposit Date

Created By

Step 14. To proceed with the next record, click the Discard button to go back to the Bank Deposit screen.
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Revenue Voucher

[ View Mode ]

= Paid Status

’ = Receipt Method

Step 15. Click the New button to create a new Bank Deposit record.

Cash Invoice / Receipt Bank Deposit

Step 16. Repeat the process.

Cash Invoice / Receipt Bank Deposit

* Treasury Bank Account

Currency

* Bank Deposit Number
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As referred to the process flow indicated below, the Journal Entries are automatically generated based on
approved Payables and Expenses per Payment Vouchers, Collections and Revenues through Revenue
Vouchers, and Approved Transactive Payments through the Payment Extract Payments.

There are transactions, however, that must be recorded through Manual preparation of Journal Vouchers.
Examples include: Adjustments entries, Advance Retirement (full amount), as discussed in Section of
this manual, and Inter-Ministry transactions.

Approved Approved

Approved

Prepare
Journal
Voucher

Revenue

Payment
Vouchers

Vouchers

Transactive
Payments

MAN
UAL
JOUR Authorize by
NAL Line Ministry
ENTR
Y Journal Voucher
Review by
Treasury AUTO-GENERATED JOURNAL ENTRY

Approve by
Treasury General Ledger Reports

8.1 How to record adjustments.

Step 1. Navigate the Menu > General Ledger > Journal Voucher. The Journal Voucher is displayed by
default at Search Mode.

General Ledger
O Support Entities

T Sub Ledgers

Account Inguiry

Extended Account Inquiry

] Reports

Step 2. Click the New “button.
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Journal Voucher

N R S

Voucher Number |
Fiscal Year
Fiscal Period

Voucher Date

Step 3. Select the applicable Classification from the dropdown list.

= Type

Regular

= Journal Voucher Classification

v | —

Month/ Year End Adjustments
Reallocation Adjustment
Retirement of Imprest

Reference Mumber
Journal Voucher Type

Step 4. Narration: Enter the description of the JV Transaction

= Marration
7 Step 5. Click
the new button under the Items tab. The Items screen is displayed.
Select Correlative Coding Block Debit Amount AUD  Debit Amount FC Credit Amour
ID

Step 6. Enter the description of the line item and the amount of the debit details.
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+ Description —~——————

P
Commitment (PO)

Commitment (PQ) Item

Close Remaining Commitment (PO) Item D

+ Debit AUD 0.00
Debit FC 00
+ Credit AUD 0.00

Step 7. Click on the Elements View button to add the details of the Codes. Select the applicable codes
from the dropdown.

+ Coding Block

P

o SUB HEAD: Select the Division that needs the JV.

o FUND AGENCY: Select 1101- GoK if this is is for recurrent budget, from series 2 codes if
from Statutory expenses, and from series 3 if from development fund expenditures.

o PROJECT: Select 00000-Not Defined if this is is from recurrent budget, else select the
appropriate.

o LOCATION: Select from the list.

o NAC: Select the appropriate NAC for the JV.

o COFOG: Select the applicable COFOG from the list.

SUB_HEAD

FUMDING — -

AGENCY 1101 - Government of Kiribati_Consolidate = =

PROJECTS 00000 - Mot Defined ~ Prev 1-500 +~  MNext
LOCATION 91 - National (Country Wide) -

NATURAL -

ACCOUNT 226111 - Telephone Bills -

CODE

coroe 011 - Executive and legislative organs, fink |

Step 8. Repeat the process to add the credit information and Enter the amount in the credit. The
details added are displayed as line item under the Items tab. Click the Save and Return to save the
Accounts Selected.
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HEA
SUB_HEAD 1701 - Administration -
FUMDING N -
AGENCY 1101 - Government of Kiribati_Consclidate = =

5

PROIECTS 00000 - Mot Defined ~ Prev 1-500
LocaTon 91 - National (Country Wide) -
MATURAL .
ACCOUNT 226111 - Telephone Bills -
CODE
coros 011 - Executive and legislative organs, finn =

Step 9. Click the Save and Return button on the Line Item screen.

Transaction Number
Payee Reference

I= Normal Roll Up Applied

s

Step 10. Repeat the process for any additional journal entry items.

Step 11. Click the save button once done. A message is displayed saying that the JV workflow transition is
executed.

* Jbems Attachments
Lo
Select Correlative Coding Block Debit Amount AUD Debit Amount FC
D
[ | 1701/1101/00000/91/226111/011 0.00 0.00

EER O

Step 12. Navigate to the Transition field of the screen and select the “Request for Authorization " from
the dropdown list then click the Transition Bbutton.

Transition -
b

Posting Status Cancel
Request for Authorization

Payment Location

Step 13. Click the Transition button.
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Transition L
Request for Authorization -

Step 14. Enter the remarks on the step note for the next approver then select the approver from the
dropdown list.

Transition

Application Language English -

Step Note

-
4

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

Transition Application Users
Authorize by Line
Ministry v | —

Kariea Akau
Meeti Tabokai
Roreti Eritai

|Zi Teauama Timiti
Tematang Iaoniman

Step 15. Click the Finish button. A message is displayed saying that the workflow transition is
executed.

Transition

Application Language English .

Step Note
4

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

Transition Application Users
Authorize by Line
Ministry Roreti Eritai v

8.2 How to Record Inter-Ministry Transactions

Inter- ministry transactions involve recording of Expenses and Revenue for two transacting ministries,
without actually processing or releasing funds for payment. Entries for these types of transactions are
recorded against applicable clearing accounts. Few examples are as follows:

- Passport processing fee for Ministry officials and employees
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- Hiring of School to be used for employee examination
- Seafarer’s fee
- Hiring of plants with MELAD.

In this example, the transaction is to record the Passport renewal fee for MOE Secretary and Deputy
Secretary. The MOE will be the “acquiring” ministry, while the MFAI, will be the provider. The Accounts
officers from this ministry, expenses must be recorded as follows:

Step 1. Navigate the Menu > General Ledger >Journal Voucher. The Journal Voucher is displayed by default
at Search Mode.

il General Ledger

[C] Support Entities

[ Sub Ledgers

Account Inguiry
Extended Account Ingquiry

Step 2. Click the New “button.

Journal Voucher

=N IEE N

Voucher Number |

Fiscal Year
Fiscal Period

Voucher Date

Step 3. Select the Classification “Inter-Ministry Transactions” from the dropdown list.
Journal Voucher Classification . -

= Total Debit Amount AUD Inter Ministry Transactions

Month/ Year End Adjustments
Reallocation Adjustment

= Total Debit Amount FC Retirement of Imprest

Step 4. Narration: Enter the description of the JV Transaction
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* Narration To record passport renewal fee for Secretary and Assistant Secretany

-y

&

Step 5. Click the new button under the Items tab. The Items screen is displayed.

Select Correlative Coding Block Debit Amount AUD  Debit Amount FC Credit Amour
ID

Step 6. Enter the description of the line item and the amount of the debit details.

+ Description -~
4
Commitment (PO)

Commitment (PO) Item

Close Remaining Commitment (PO) Item [ |

+ Debit AUD

0.00 —-—————

0.00

Debit FC

+ Credit AUD 0.00

Step 7. 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.

+ Coding Block
s

o SUB HEAD: Select the Division that needs the JV.

o FUND AGENCY: Select 1101- GoK if this is for recurrent budget, from series 2 codes if
from Statutory expenses, and from series 3 if from development fund expenditures.

o PROJECT: Select 00000-Not Defined if this is from recurrent budget, else select the
appropriate.

o LOCATION: Select from the list.

o NAC: Select the appropriate NAC for the JV.

o COFOG: Select the applicable COFOG from the list.
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Coding RBlock

1501 - Administration -

110 - Government of Kiribati_Consolidate -

00000 - Not Defined

L]

- e (NN
- o (N

L]

91 - Natienal [Country Wide)

FFT213 - Inl. Travel- Misc Tncidental (nal = PFrev 1 -500

0908 - BEducation n.e.c.

g

Debited their Min COA Expense by:

Credited the Receiving Ministry Rev Code by:

Org code: Code of the purchasing
Ministry

Org code: Code of the purchasing Ministry*

*(shall be encoded in the details of the JV)

Fund code:
Consolidate/Development

Fund code: Consolidate/Development

Project code: null if
recurrent/project code if
Development

Project code: null if recurrent/project code if
revolving fund

Location code: as per budget
control/location of the Ministry

Location code: as per budget
control/location of the Ministry

NAC code: Expense output of the
purchasing Ministry

NAC code: Revenue output of the receiving
Ministry

COFOG code: as per the system

COFOG code: not define

Step 8. From the Journal Voucher Item screen, click Save and Return . Repeat the process to
add the credit information and Enter the amount in the credit. The details added are displayed as line
item under the Items tab. This time, a clearing account will be entered. Click the Save and Return to
save the Accounts Selected.
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Caorrelative 10

= Coding Block

Sub Ledger Type

* Description

Compmitment (PO}

Caompmntment (PO} Them

Close Hemaining Commtment (PO} Lkam

» Duzbit Amount AUD

Debit Amount FC

= Credit D

Journal Voucher

Journal Voucher Item

Coding Block

SUB_HEAD

FUNDING
AGENCY
PROJECTS

LOCATION

NATURAL
ACCOUNT
CODE

COFOG

. I W

O

0.00

0 —

9901 - National v
1101 - Cons. Fund- GoK v
00000 - Not Defined * Prev 1-500

91 - National (Country Wide) A
621831 - Passport fees Clearing Accoul v
000 - Not Defined v ﬂ

Step 9. Click the Save and Return button on the Line-Item screen.
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Transaction Number

Payee Reference

I= Mormal Roll Up Applied v

=

Step 10. Repeat the process for any additional journal entry items.

Step 11. Click the save button once done. The system assigned JV ID will be provided. Click OK to close
the said message.

i .HIH . Atmchments

Select ['nrrrlﬂrwr Coring Blnck [kehit Amount ALID Ie=hit Amnunt FC Credit Amoont 8000 Credit Amoont FC

1507 A0 0000001 2 2721 2000 L300 Q.00 (IR 0.0

if I ! g a ¥ I LRI R LA TR 13,4K}

@E

apac.freebalance.com says

Code JV-2023-JUL-15-0001 |in5er‘[ed

Step 12. Navigate to the Transition field of the screen and select the “Request for Authorization " from
the dropdown list then click the Transition button.

Posting Status Cancel
Request for Authorization
Payment Location -
Step 13. Click the Transition button.
Transition Request for Authorization -

Step 14. Enter the remarks on the step note for the next approver then select the approver from the
dropdown list.
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Transition

Application Language English -

Step Note E

“

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

Transition Application Users

Authorize by Line

Ministry v | ——
Kariea Akau
Neeti Tabokai

Roreti Eritai

Ei Teauama Timiti
Tematang Iacniman

Step 15. Click the Finish button. A message is displayed saying that the workflow transition is
executed.

Application Language English o

Step Note
#

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

Transition Application Users
Authorize by Line
Ministry Roreti Eritai -

G=Es

Note:

The Coding block 9901/1101/00000/91/621831/000 shall be updated by the Treasury when it is
transitioned for their review to 0602/1101/00000/91/ 142237/000 for 0602- MFAI Immigration and
Revenue 142237-Passport fees. This applies to all other Interministerial transactions.

1. Journal Voucher is initiated by the Spending Ministry.
2. The detail of the JV is to debit the Spending Ministry Expenses and credit the Clearing accounts

3. Treasury will update the credit accounts to the Sub Head and Income account of the Earning
Ministry.

4. The review of the Ministry shall ensure that the

Adjust the credit (credited COA of the receiving Ministry) by
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Org code: Adjust to the correct Receiving Min code as per the details in the JV or attachment

Fund code: Adjust to the correct fund source if it is wrong

Project code: Adjust to the correct project code if it is wrong

Location code: Adjust to the correct location code if it is wrong

NAC code: Adjust to the correct NAC code if it is wrong

COFOG code: Adjust to the correct COFOG code if it is wrong

8.3 How to create Subledger for DNE Payments

For Deceased Native Estates Payments, a generic Subledger needs to be created. For each of the Estate
of the deceased, a new GSL register needs to be created. The subledger will provide the details of the
balance of the amount to pay the recipients and payees of the deceased.

8.3.1 How to create Generic Subledger

To prepare a Generic Subledger, follow these steps.

Step 1. Navigate the Menu > General Ledger > Sub Ledgers > Generic Sub Ledgers > Generic Sub Ledger
Type.

" General Ledger > Suls Lesbgers » Generic Suly Ledgers

Generic Sub Ledger Type

Step 2. Click the New button

Generic Sub Ledger Register

N =l kN

Application 1D

Step 3. Enter the ID of the new Subledger and then click the Lookup button to add the type.
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Generic Sub Ledger Register

[ Insert Mode ]

= Application ID '
Is Active
= currency

AUD -

= Generic 5ub Ledger Type

Step 4. Click the Find button on the Screen.
Generic Sub Ledger Type

o jal]s

[ Search Mode ]

Application 1D

Step 5. Click to select the from the list.
Generic Sub Ledger Type

KN KN R B

[ Selection Mode ] # > General Ledger > Sub Ledgers > Gel

0 80 emporary Standing_Lmpres Temporary Standing [mprest
621311 Debt securities (Domestic) Debt securities (Domestic)

621510 Equity (Domestic Debtors Equity (Domestic Debtors)

621611 Nonlife insurance technical reserves (Domestic) Nonlife insurance technical reserves (Domestic)
621612 Life insurance and annuities entitlements {Domestic) Life insurance and annuities entitlements (Domestic)
621613 Pension entitlements Pension entitlements

622311 Debt securities (External) Debt securities (External)

622510 Equity (External) Equity (External

622521 RERF RERF

622611 Nonlife insurance technical reserves (External) Nonlife insurance technical reserves (External)
622612 Life insurance and annuities entitlements (External) Life insurance and annuities entitlements (External),
631421 Deceased Native Estate (DNE) Provisions Deceased Native Estate (DNE)_Provisions

631510 Equity (Domestic Creditors) Equity (Domestic Creditors)

631521 Special Funds (Reserves) Special Funds (Reserves)

632521 RERF Reserve RERF Reserve

Step 6. Enter the Division of the new subledger, or leave blank if not needed. Click the Look up button to
add the Vendor beneficiary.
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Generic Sub Ledger Register

| Insert Mode |

Is Active

* CUrrency

ALY hd
* Generic Sub Ledger Type 631421
Generic Sub Ledger type name _ )NE) Pro
Accounting Office 1701

Beneficiary

& MNinmaockic Ackoal Mahkib

Step 7. Provide the vendor name and then click the lookup button.

Vendor

ol ajls j x|

Code

Ellgibllity Status

Name . -
*neemia®

Step 8. Click to select the Beneficiary from the list.

Vendor
0} Q|

Code Name

0006198 Tiete NEEMIA
0098024 Neemia Otireta
0200062 Terengaiti NEEMIA
1619 Neemia Services
2001013 Maakite NEEMIA
2003135 Lawrence NEEMIA
2004160 Atamira NEEMIA
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Step 9. Enter the Amounts outstanding if there is any of leave it at 0.00 if there is none.
Then enter the Name and additional details in the description
Generic Sub Ledger Register

N N N

| Insert Mode |

il » General

+ Demestic Actual Debit
* Domestic Actual Credit

Cutstanding Domestic Debit Balance

0,00 f—
0.00 li—

Qutstanding Domestic Cradit Balance
* Crealed By
* Created Date
Last Updated User
Last Updated Date
= Name

= Description

1

Step 10. Click the Save button.
Generic Sub Ledger Register

o jal]s

| Tniscrt Maode |

il ¥ Coneral Ledg

Last Updated Date

" Mame 500580031354 DME iro Lawrence Neamia

* Description

S005E0021 354 DNE Iro Lawrence Neemila

Generic Subledger Transaction Actuals

EN K =N N

Select Seguence Expected Exchange Domestic Debit Drovmestic Credit
M. Transaction Hate Aot
Date

Foreign Debit Foreign Credit
Amaount Annant Aanont
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Step 11. Click Ok on the message displayed.

Code 631421 500580031354 insered

8.3.2 How to check the transactions of the Subledger.

Step 1. To check whether there are already transactions posted against this subledger, click the tab
Transaction Actuals. It will display the details of the transactions and its linked Journal Voucher.

Generic Sub Ledger Register Fr

il > Coneral Ledger » Suh ledgers » Genorks S

Last Updated Date

= Nama
+ Dreseription
Geneic S | edger Transacion Forests Gencric Sunledger Transaction Aciuals
Tournial  Tourmal Woucher Actual Dicnmest ic Dehit Armoarn Dvmeselic: Crelil Ammasumnl Foreign Dehit Amooni
Vomcher Them Transaction [ake
] o] 3111/2033 Lr53.493 L 0.1

A D S

8.3 How to Approve Journal Voucher from the Line Ministry

The initial authorization and approval of the Journal Voucher will be coming from the Line Ministry SROs.
To approve the JV, follow the steps defined below:

Step 1. After logging in, click the u to display the Internal Messages.

ME‘T!T.? PhoUbic L ml"::l;‘:: Intermal Mcssages

Ve f e T K Newtve.

Dashboard
=

Session Details

Step 2. Click the New messages box on the internal messages.
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Internal Messages

You have 7 New Messages.

DEH L LEL
=

Step 3. 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 Revenue Voucher. This will open the details of the

L0 =N
Balect States oo Sulijec Pocting Dave Meadiog Dowe D Dace At Dot

I
—I M d" V 2585 i e

Step 4. Click on Update Domain E.button on the displayed Internal Message screen. The system will
open the screen for the Voucher for review.

Internal Message

IC R

Fram

Cirganication Mgme AddiminisLration

Subject

Tlowdyr
¥ Iranzaction = Jlournal Vaucher

Transacton Id = 149

Cole — IW-2023-JUL-0&-0001

Descripfion = Record Passport renewal fae for MOF Secretary and Depary
Secretary

Options Available: Lime Ministry Authorized, Prepared

Entity
Towarmal Mok

Step 5. After the review, go up to the Transition field and select the “Authorize Line Ministry” from the

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

184

WCOW‘M%UQ/

e




F—
FreeBalance

Transition

v?

= Posting Status

Authorize by Line Ministry

Return for Maodification

TrarEitior Avuthorizc Dy Linc Minisoiry - @

Note: In case, the Journal 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

Iransition

Applicabon Language
Fipiic guag English -

Step Mote -

&

Any Unsaved workl will be lost, Please use previous soreen update-button to update unsaved Data.
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All of the warrants release and transfers will be done using the Warrants, Supplements and Virements
Vouchers. Each type of Warrant Transfers and processes (Recurrent and Development) will undergo
through different workflow and accountability centers.

There are two processes defined in this section: (i) Internal Transfers; and (ii) Virements

Purchasing &

Commitment FERELS
e eI T KIED
y
Prepare Budget
Internal I_’repare
Transfers Virements
Authorize by Line ] -
Ministry Authorize by Line

Ministry
Approve by Reviewed by Approve by Approve by
Treasury NEPO MFED SRO MFED SRO
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[~ Prepare Budget \'-: 7" Prepare DW- ./ Prepare Budget
- Internal Transfer .~ Location Transfer = ' Virements

#

' Authorize by Eﬁ!"i‘l’lﬁif‘r’
Line Ministry . ry |
| eview
Approve by NERD ¥
. Approve by |
MFED SRO

9.1 How to record Recurrent Budget Internal Transfers

Budget Internal Transfers are Transfers of Recurrent Budget from the same division to another Expense
Allocation. This is prepared by the Accountant/Senior Accountant and approved by the SRO at the Line
Ministry Level before the approval of the Treasury.

To process said transfers, follow these steps:
Step 1. Navigate Menu > Budgeting and Appropriations > Warrants, Supplements & Virements Voucher

i Budgeting & Appropriations

Budget Control

Massive Workflow Execution

Commitment

CJ Reports

Step 2. Click the New button from the Voucher screen to insert new transaction
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Warrants, Supplements & Virement Voucher

KN IER KN

Voucher Number

Budget Control Typs

Fiscal Year

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

Warrants, Supplements & Virement Voucher

e ] a] = |

I Inscrt Modc |

Wamneluem Blianalaes

= Baaidggen Conteal Tieps

ALY MEM | = i
= Fiscal ¥ear
= Fiscal Poriad
* Woucdwr Dste GBS 202D =)
* Yeucdme Tygms ransfar i
Wlharrant Classdlition Hecurrent Budget Internal -

= Budget Control Type: Allotment (represents the Ministry's allocation)
» Voucher Type: for all Transfers transaction, select TRANSFER
» Warrant Classification: Budget Internal Transfers

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

Warrants, Supplements & Virement Voucher

= Update Higher Level Warrant n -

= Debit AUD

= Credit AUD

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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Created On
Approved By
Approved On
* Ongin

* Description s
a Transfer of Allocation for Printing expenses -

= Copy Descniption In Details —————

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

T

erial Coding Block Debit AUD Debit FC
Number

FEE

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.

SUB HEAD: Select the Division where budget is charged.

FUND AGENCY: Select 1101- GoK for recurrent budget

PROJECT: Select 00000-Not Defined if this is from recurrent budget

REGION: Select from the list. Recurrent budget is always charged to 9- Nationwide
location.

o NAC: Select the appropriate NAC.

o O O O

189



[
FreeBalance

Budget Control Update Voucher Tkem

= Srrial Numbssr

* Coding Block
b

+ Dreboil ALID

= Creshit ALID

= [esrcription

Iransfer of Allecabion for Prinong expenses

F]
| T
Select Fiscal Period Lebit AUL Lebit FU Credit AULD Credit FC

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.

1401 - Administration -

EH

1101 - Government of Kinbati_Consolidats -

GOO00 = Not Defined - Prev 1

b

- e [CHE K

4 - Mateonal -

211111 - Salaries -

@]

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,

EH
i EE
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Bugigel Conbrol Update Voucher [tem

= Srrial Numhber

= Coding Block
B 2 ir]

= Mehir

Ceehir A0 .00
. A0

Credit AUL 100.00
= Description

Trarsfer of Allacatian far Printing cxprnscs

Lzl ou iz

X KN KN R

Select Fiscal Period Dre=bi ALD Debil FC CreldiL AUD Credil FC

@ ==

Step 10. Again, click on the New button to enter a new item. For Transfers transactions, entries for debit
and credit must be present.

el zerial  Cnding Hlnck lhit &1 Ikehit #C Lredit &L Creedit HIZ I3cdsit Driginal lichit Foreign Crrdit Driginal Creeddit Drigial
Humber Amount AL Driginal fimount AL fimaunt FC

/] A0 OC0TN G 1 0.0 007 L0000 000 0.2 0.3 .0 0.0

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

Coding

=fp_HtAtl 1401 - Administration -

1101 - Gowernment of Kiribati_Consolidate |+

GEMNC
PROIECTS 3
00000 - Mot Defined *
et 4 - Netiona v

229111 - Local Printing v

Step 12. Enter the amount on the Debit field. Click Save and Return.
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Buclgel Conliol Updale Wi

Senal Mumb=r

Cocling Block
- Al

Cezbit ALID |

100.00

Credit AUD 900

= Dimscription

EXN KN =8 8

Select Fiscdl Period Debit ALID Debit FC Crelin ALID Credic FC

=

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

n e

Trar=fer of Mllocston far Printing expeses |
&

KN [ O

Bty ES LB Cading Rarck Mehi ALITE Masbir FO Tredbr AN Credhr FC FehiE firgiral Pahir Fra Man Credir Ol pinad Crewdir frinined
Humber Amuenl AUD tniizal Amzunl AU Bemsanl 12

H £l N AL 1 LN T MnAn 150 In1.In nnt o 2.0n nan nnas

u L PR T R T ] T T ILALAID LI el 1) LiikD Ll .o [ B Az

Download

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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Information

Application 1D

artanchment Classitication

Application Language

English -
* Titls Internal Transter Supporting Documents ———————
=
Description
Internal Transfer Supporting Documents -
= o —lify————————
. Attachment Choose Flie | Internal Tra...cuments. pdf
Date Tirme
Date
User
@ x
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.
[0
Select  Information Dowmload

e

Lnt=mes Jransfer Sypgerting Cocurznts, caf

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

Transition

v -—

= Posting Status Cancel
For Approval

Step 19. Click the Transition button. Take note that the Transition process will not take place without
doing this step.

Transition
For Approval

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

Transition

Application Li
pplication Language English .

Step Note
#“

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

@

9.2 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

i Budgeting & Appropriations

Budget Control

Massive Workflow Execution

Commitment

CJ Reports

Step 2. Click the New button from the Voucher screen to insert new transaction
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Warrants, Supplements & Virement Voucher

ajeja

Voucher Mumber
Budget Control Type

Fiscal Year

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

Warrants, Supplements & Virement Voucher

| Insert Mode |

Voucher Number

= Budget Control Type ALLOTMENT | ——
= Fiscal Year

- Fiscal Period i

= Youcher Date 14/8/2023

* Voucher Type Transfer T f—
Warrant Classification Recurrent Budget Virement - —

= Budget Control Type: Allotment (represents the Ministry's allocation)
» Voucher Type: for all Transfers transaction, select TRANSFER
= Warrant Classification: Recurrent Budget Virements

Step 4. Tick the ‘Update Higher Level Warrant' field to also update the Parent level, which is the
Warrant.
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Warrants, Supplements & Virement Voucher

KN KN =R

Mot Posted Reason

= Update Higher Level Warra@

= Debit AUD

0.00

Step 5. Enter the Transaction description. Tick the ‘Copy Description in Details’ field to copy this
Description on each Transfer item entry.

= Description

Y
Record Virements to transfer fund for Junir Y
Secondary Schools Supplies P

= Copy Description In Details -

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

Attachments
@“
Select Serial Coding Block Debit AUD Debit FC

Number

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.

SUB HEAD: Select the Division where budget is charged.
FUND AGENCY: Select 1101- GoK for recurrent budget
PROJECT: Select 00000-Not Defined if this is from recurrent budget

REGION: Select from the list. Recurrent budget is always charged to 9- Nationwide
location.

o NAC: Select the appropriate NAC.

o O O O
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Budget Control Update Voucher Item

Serial Number

Coding Block

Debit AUD

0.00

Credit AUD 0.00
* iDti a
Description Record Virements to transfer fund for Junir v
Secondary Schools Supplies #

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.

Coding Block

1505 - Teabske College -

1101 - Government of Kiribati_Consolidate -

00000 - Mot Defined -
- % - National v
- 729112 - Local Stationery and Supplies 4

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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Serial Number

Coding Block

Debit AUD 0.00

Credit AUD 1,000.00  —eif—

= Description . ) -
P Record Virements to transfer fund for Junir -
~

Secondary Schools Supplies

Distributions

Select Fiscal Period Debit AUD Debit FC Credit AUD Credit FC

b"

:
;

Step 10. Again, click on the New button to enter a new item. For Transfers transactions, entries for debit
and credit must be present.

* Items Attachments

L O -
Serial Coding Block Debit AUD
Number
1505/1101/00000/9/229112 0.00

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

Coding

1503 Junior Sccondary Sch

1101 - Government of Kinbat_Corsolidate

R
LT U000 - Nat Lefined
51 G -
4 - National
. ;I_ " 272141 Schaoal stationery for Primary an
ODF

Step 12. Enter the amount on the Debit field. Click Save and Return.
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Budget Control Update cher Item

Saonal Number

Cndimg Block
“

Dehit ALID

1, LM 0300 —
Credik ALY m
. nkhoiy a
Descriptiol Record Viremenls o bansier lund for Junir . 4
Serondary Schnols Supnlics e
Rirgribiginre
U
Select Fiscal Period Dre=byiv ALID Drebsie FC Creclit ALD Credit FC

LY
@

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

—~Joclolalole

Select Serial Coding Block Debit AUD Debit FC
Number

1505/1101/00000/9/229112 0.00 0.00

1503/1101/00000/9/272141 1,000.00 0.00

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

* Ttems
B
Select Information C

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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Application ID

Attachment Classification .
Application Language English -
" Title Supporting docs for Virements -—
~
Description - - =
Virements to add allocation for JS5 SCho0|  geii——
supplies 4

Choose File | No file chosen

= Attachment

Date Time

Step 16. Click Save and Return to go back to the main voucher screen.

Application ID

Attachment Classification -
Application Language English -
- Tide Supporting docs for Virements
P
Description . . =
Virements to add allocation for 1SS School v
supplies “~

...
‘ Choose File [Yirements S...ing Docs.pdf

= Attachment

Date Time

Date

User

And Return

Step 17. Click the Update button to save all the changes made.
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EN B KN D

Select  Information Dwinload

u Title: Sup porling o Jirerper el Supporag Dogs pdf
liy am A

aonn AH A0

xS

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

Transition

e
Posting Status Cancel
For Approval

Step 19. Click the Transition button. Take note that the Transition process will not take place without
doing this step.

Transition
For Approval

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

Transition

Application Language English -

Step Note

i

9.3 How to record Department Warrant - Location Transfers

“

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

Department Warrant are the authority given by the Mother Ministry to their branches in another
location or another island. Tho process this in IFMIS, follow the steps below.

Step 1. Navigate the Menu > Budgeting and Appropriation > Warrants, Supplements & Virements
Voucher. Click the New button.

201



S
FreeBalance

Warrants, Supplements & Virement Voucher

[ Search Mode ]

[ |
Step 2. Select the “Allotment” from the Budget Control Type, and the “Transfer” from the Voucher Type.
Warrants, Supplements & Virement Voucher

KN =S R

[ Insert Made ]

Vioucher Number

* Budget Control Type

ALLOTMENT w‘.-—

* Flscal Year
* Flscal Perlod

- Voucher Date -
pueher bate 16/11/2023 =]

Transfer - P

* Voucher Type

Step 3. Select the “Department Warrant- Location Transfer” from the Warrants Classification.

= Warrant Classification

Warrant's Legal Basis | Department Warrant - Budget Transfers

Department Warrant - Location Transfe P

Development Fund - Transfers

= Budget Office | Development Fund - Warrant
. Opening Balance 2023
Recurrent Budget Internal Transfers
= Workflow Status Recurrent Budget Virements

Step 4. Check the Update Higher Level Warrant. IMPORTANT NOTE, please do not forget to do this step.
Mot Posted Reason

Update Higher Lewvel Warran

* Debit AUD f

Step 5. Enter the Description of the DW and check the Copy description in details.
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Description DW from HO to Xmas h

* Copy Description In Deiuil5®
Step 6. Click the New button below the Items tab.

Select Serial  Coding Block Debit AUD
Number

Step 6. Click the Elements View to add the allocations.
Warra Supplements & Virement Voucher

Budget Control Update Voucher Ttem

= Serial Number

= Coding Block
&

Step 7. Complete the coding block of the source allocation then click the Save and return button.

Coding Block

SUB_HEAL 1701 - MEED- Administration e

PN NI. 1101 - Cons. Fund- Gok N
SEeTE 00000 - Not Defined v Prev 1-500 ‘
o 9 - National -

' I: ”“ 726111 - Telephone Bills v

Step 8. Enter the amount. It is credited, this means this is the source and credit is decreasing the amount
of the Coding Block Allocation.
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* Serlal Number
= Coding Block
y
= Debit AUD 0.00
= Credit AUD 340.00 _
Step 9. Click the Save and Return button.
= Credit ALD S04
Lescription DW from HO to Xmas
F
Lislribeaulions
| T =l
Select Fiscal Period Debit AUD Dbl FC Credit AUD Credit FC
B o 0.00 0.00 340.00 0.00

Enn

Step 10. Click the Copy button to add the recipient allocation.

T

Select  Serial Coding Block
Mumber

1701/1101/00000/9/226111

Step 11. Click the Elements View button to change the Location of the recipient allocation.

» Serial Mumber
= Coding Block , =
1701/1101/00000,/9,/226111 (=]
e )
ements View
= Dehit AUD

.00

Step 12. Click on the dropdown on the Concept Region and select the application region from the list.
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Coding Block

SUB_HEAD 1701 - MFED- Administration A B
FUNDING

ROJECTS 00000 - Not Defined + Prev 1-500

HEGION 9 - National v
NATURAL +
ACCOUNT 1 - Gilbert Islands (Tarawa) J

CODE 2 - Gilbert Islands (Other Than Tarawa)

5 - Line and Phoenix Islands
6 - Overseas
9 - National

Step 12. Click the Save and Return button.

SUB_HEAD 1701 - MFED- Administration -
FUNDING

NCENCY 1101 - Cons. Fund- GoK M
PROJECTS 00000 - Not Defined v Prev 1-500

REGION 5 - Line and Phoenix Islands M
NATURAL i

ACCOUNT 226111 - Telephone Bills M
CODE

Step 13. Enter the Debit amount and type 0 on the credit amount field then click the Save and Return
button.
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* Coding Block
. & i)

= Debit AUD 31000 S—

* Credit ALD

0.00

Description OW from HO to Xmas

Distributiones

BEE

=T oo

Select Fiscal Period Dehit ALID Debit FC Credit ALD Crexdit FC

S

Step 14. Click the Save button.

Warrants, Supplements & Virement Voucher

-

= Copy Description In Details

“ Attachments
T

Select  Serial Coding Block

Mumber
1701/1101/00000/9/226111
1701/1101/00000/5/226111

Step 15. Proceed with the transition of the DW.
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9.4 How to record Department Warrant- Budget Transfers

Department Warrants are budget transactions authorizing the other ministry to spend and pay
expenses on behalf of the other Ministry.

The process for this DW is

1. The Giving Ministry will initiate the request through creating a Warrant for DW- Budget Transfer
in IFMIS. The details are to increase (debit) the code 9901/Expense Codes and decrease (Credit)
the giving ministry budget.

2. The Giving Ministry will authorize the warrant transaction.

3. Once the Warrant is sent to NEPO, NEPO shall update the 9901 to the receiving Ministry Code.

To prepare the Department Warrant, follow these steps.

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

& Budgeting & Appropriations

Budget Control

Step 2. Click the New button
Warrants, Supplements & Virement Voucher

[ Search Mode }

Voucher Number

Budget Control Type
Step 3. Provide the details below.
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Warrants, Supplements & Virement Voucher

ojals

[ Insert Mode ]

Voucher Number

* Budget Control Type

ALLOTMENT v p—
* Fiscal Year FY 2023
* Fiscal Period NOVEMBER
« ioucher Date 18/12/2023 =

* Voucher Type Transfor . h

* Warrant Classification

Warrant's Legal Basis

Department Warrant - Budget Transfers
Development Fund - Transfers
Cevelopment Fund - Warrant

* Budget Office | Recurrent Budget Virements ﬂ E

Step 4. Check the Update Higher Level Budget Control and enter the description

Update Higher Level Warrant

= Debit AUD 0.00

= Credit AUD 0.00

Created By meeti
Created On

12/7/2024 00:00:00

Approved By

Approved On

* Origin Manual

Description For reimbursement to MELAD project:

Montreal Protocol

T.

= Copy Description In Details
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Step 5. Click the new button for the Line Item.

= r o

= Copy Description In Details

0

Coding Block Debit AUD

Step 6. Click the Elements view to add the details of the Coding Block.

Budget Control Update Voucher Ttem

= Serial Number

< Coding Block
s

= Debit AUD Elements View

0.00

Step 7. Complete the details of the CB then click the save and return button.

Coding Block

SUB_HEAD 0804 - MELAD- Agriculture .
FUNDING
AGENCY 3223 - Dev. Fund - For. Grant - UNEP v
S
PROJECT 22017 - Implementation of the Montre; v Prev 1001 - 1316 -
. 9 - National .
NATURAL
ACCOUNT 211117 - Leave Grants -
CODE

Step 8. Enter the amount then click the save and return button.
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Budget Control Update Voucher Ttem

= Serial Mumber

= Coding Block
| 2 G ]

= [eblt AL 1,153.85 ‘

* Credit AUD

e 0.00
Drescriptl =

escription For reimbursement to MELAD project '_

Maontreal Pratocol ~
Distributions

o
Select Fiscal Period Debit AUD Debit FC Credit AUD Cre

Step 9. Click the copy button to add the source.

KN EE =l ER@ED =R

Seledt  Serial Canrlingy Mlerck Meekit ALID
Humbeer

Step 10. Change the Coding block of the source, then enter the amount in the credit. Click the save and
return once done.
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= Serlal Number 1
= Coding Block

—I rs
= Debit ALD

0.00

- Credit AUD 1,153.85 _
T H 1
Description For reimbursement to MELAD project - "_

Montreal protocol ¥

Distributions

| T
Select Fiscal Period Dehit ALD Dehit FC Credit ALID Cre

Step 11. Click the Save button.

n 1 A e
N &N =R =

Serbiud il Crling Wi k Bkl fn Tredi AL
Musmbei
¥
n L LN R T B ] NN B [t LIanus
n F LU PR D T NN 1,134 Iy
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.

9.5 How to Approve Budget Transfers, and Virements

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 u to display the Internal Messages. Click the New messages box on the
internal messages.
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R2puolc of inbatl - TRA

ewticleng

Internal Messages

WHLLWE 1A AR

Dashboard
=

Scssion Details

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.

Eedrrm Bl SMlecr More
Sebair srares  Foann ™ FaihjeT Poariig Nisee Erarding Nare Miie- Moars Arrian Nare
INLIR
| -
N N

Step 3. Click on Update Domain button on the displayed Internal Message screen. The system will
open the screen for the Voucher for review.

Internal Message
[ e

D

From
Organization Name
Subject There is a new

Bod ] -
Y Transaction = Warrants, Supplements & Virement Voucher

Transaction Id = 1987

Code = WSVV-23-14-0269

Description = Transfer of Allocation for Printing expenses
Options Available: Authorized by Line Ministry, Prepared

Entity

Warrants, Supplements & Virement Voucher a '

Step 4. Review the entries made for the transfers.
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=
I3 I ER NN

Salem Sedel Coding Blodk Dekit KU Dtk FC Credt AUD Crede FC Lezbit Deiginal Dbt Farelan Creds Gripnal Credis driginal

Famlar Bmmunnl AL Tringimml At KD Sl B
[+ ] 1 LADLSLIDLASIN S ELLLL] 1] 1.5 1[5 il o] .1 .50 nin
u F LADL:LIDLADOCOyag] 21 TR - demvmemabon oo c.oa 7.0 0.In 0o

FURD kG #Eh Y - Gosamireri of K rbet_Corsod cisd Furs dfazcoretond
MIZISCTE Pt D

LI Al e PR LT

| IR ACer R 20 - S e

K3 KN =N N

Seled Seral  Caeling Mook It ALIE 1hit 11 il AL et 16 Ihil Ciriginal liehi | ereign Arelil Ciriginal Cradit {iriyinsl

Humnkar BAamzunl A0 Driginal Amaunl &0 Bngmant FC
u 1 b £t Do o KL e e e s [R]) Jueas o o g o Al
n ] JAUL D L LIS M L P () [l ] wuo o Uz L) & U:l

ML LG - Adms eraba

i AGENDY Gerwarraze o S _Oo el dores Suned %2 progeiada g
LR ]

wlinnd

IR - Lol g

ﬂ

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

* s

Scdect Tislarmatim

Do nliznl
u Tlz:Iracrngl Transor Suncating CocJments Antermal Trorgher Sap0orming DoCurenis,|
Lrg: Size a7 (4]
Heys hHSAGE S

Step 6. After the review, go up to the Transition field and select the “Authorize by Line Ministry” from
the dropdown list. The Transition Ebutton is displayed. Click on it to proceed.
Warrants, Supplements & Virement Voucher

N =N EEN ECH EE Tl

e Mode |

Warrant Classification Recurrent Budget Tnternal 1 -

W t's Legal Basis
Al s begal Bass Appropriation Act 21 of 200 -

= Waorkfow Status
workflow Process Status

Transition

* Posting Status Authorize by Ling Ministry
Return for Modification

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

gpkmLrse |

S b
]

s Unmaed wurkesl D s, e 6 s s sren Upidleaamon b opal: orerad e

@

Users Procedures manual relating to Development Warrants are available in MFED Website
https://www.mfed.gov.ki/sites/default/files/IFMIS%20User%20Procedures%20Manual%20-
%20IFMIS%20Warrant%20Processes_V1.pdf

10.17 How to Register Fixed Asset

Purchases of Fixed Assets Freelias

= Created Asset ltem

/ -;l;‘lﬂl'ﬂ arlJ:I-H"“\‘L

\ Purchase J
g quuisili-:m#__,e
— v @@
Prepare and i )
Approve Authorize by LM
Purchagse Order 3RO=/HODS
Postin Assel | AN
R’E'm'{’;s":ﬂ Register by Intesnal --\’f\ 1 \“ Hy Created !
inspect | Audit ) Oty o~ Asset kemi
_— S e —
L |
Frepare and ] Post in Asset
approve Payment " Am’m:’“ —>| neglsner by Irtermal
Voucher Created Created
Asset [tem1 Aszet ltem2

10.1.1 How to Register Fixed Assets from Received Purchases

Step 1. Create a new PR for Asset and populate all required fields. Follow normal PR procedures.
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Purchase Requisition

[ Search Mode ]

Requisition Number

Note: When creating a PR for Asset purchase, ensure to tick the “Is Asset” field.

Purchase i-ﬂlﬁﬂl

Catalogue Item

KN N ED ES S

[ search Mode ]

FraeBalance Application Suite

o

Item Type

Unit Of Measure

Is Active
Inventory
Is Agset a _

Step 2: provide the details required: procurement threshold and encode details.

Step 3: When complete, click Save button and navigate to the Transition field and select for
endorsement. Transition until PR is fully approved.

Step 4: Proceed with PO and GSRN ensuring that the “Is Asset” field is ticked. Follow How to create PO
and How to create GSRN available on pages 80 and 94.

Step 5: Create a PV per the procedures on page 121.
Step 6: Once Asset is acquired navigate to the Menu tab, find Assets, and click on Asset Items.
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] support Entities

Assel Translers

Step 4: Click add new and click on the look up button on the Asset Class and find.

Asset Item

| Insert Mode |

Mot Posted Reason
= Origin
Fostad On

2

= Asset Class

Parenl Assel [Llem

Step 5: The list of Asset Class is displayed. A list of all asset classes will be available. Click to select the
applicable Asset class.

853

[N =N = EN =N

Applicalion Marne Dieprecialion Metlyo:l Marenl Assel Class
1
211110 Lwellings 1

Step 6: Select the applicable value from the Item Ownership type and enter the date in the used from
field, this date will be used as the start date of the depreciation.

216



S
FreeBalance

Assct Item

= Ansot Class

I Movwalkele

Farent Assel Thaom

= Lh=eTial 0l

< e iy

© ALezpmy Cvrreesesdiips Dy pses

surm OFf Years 1 eiserd
Caanilime saisal

Lxpropriation
® = L
Accumulated Proviowus Usagos Aporoprlation

= Total Perlods To Doeproclato

Step 7: Add the details on the amounts and add the Useful life to depreciate as Month.

Accumulated Previous Usage

* Total Periods To Depreciate

* Conseculive Period Murmbeer

Last Deprecialed Dale

* Used From

204342024

0 h
5 ‘_
h

1

-_

Step 8: Enter the original cost or the book value of the asset, then add the details for the useful life , Unit

of measure, and item group.

= Iter Walus Caloculation Iterm oot
= Crrigginal Cost

e renl el

- mSalvago Yaluo

Roplacoment Cosk

Accumudlated Doeproeciation

Frosssk Weallues

Lrezprrezciabion Fale | sotor

= Uzctul Litc WOk Pt

-
=, 000 o0 —ail————
h

LE]

s w1y

Step 9: Select the applicable items for the field below:
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Lnit OFf Measure

= [tem Group

= Last Evaluation Of Physical Condition

Itermn Operational Status

GoK Assets

Operational

In Validation Process

-«
v  Afp—
A

Step 10: Complete the details below and the coding block of the Asset.

Note: The “institution” should be the Division of the recording Ministry.

The “warehouse” is where the Asset is stored and kept

The “region” is where the asset is located

* Deprediation Method

* Institution 1702

* Warehouse 1702

* Regian 13

Azl Conling Bleck

Revaluation Surplues Coding

Expense Coding Black

Acrurnnlated] Depreciation Coding

1AL LGN L& 2 2100 L1
17021101/ 000007 1261 1221000
LA0EF LI LIG Lafd3 122 LU LL

17020 000y T 2061 1221011

-—

5 n =
=
£ n s
=
& n "

—

K —
o J—
N —

Step 11: Provide the specifications of the Asset.

= Abbreviation

* Description

Laptop

HP Laptop i7, 258GB, silver,

Step 12: Click to the Save button.
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[ = ]
Allachrments Pictures Contracls Custom Period Depreciation Rales Activily By Years
KD
Select Intormation Download

@ -

Step 12: Click ok on the displayed message.

Step 13: Click OK on the asset item number.

apac.freebalance.com says
Code Al-2024-17-00008 inserted

Step 14: Go to the transition button and select the applicable transition from the dropdown field and
transition it.

As=at Itam

KB =W =R BN

| Wpdate/Dolete Mode |

Application TN

AL 2024 17 D000E
= ltem Status Registered -
= Fiscal Year Fr 2024 -
= Fiscal Period MARCH -
workflow Process Status Registerad -

Transition

-
Has Warranty Fo——
Is In Physical Count

Step 15: Click the Finish button to complete the transition of the Asset.
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I Application Language

English -

Step Note
&

Any Unsaved work will be lost, Please use previous scree

‘D

10.1.2 How to Register Fixed Assets from Donations
To record Assets donated to the Government of Kiribati,
Step 1: Navigate the Menu > Assets > Asset items.

] Support Entities

Assel Translers

Step 2: Click the New button to add the Asset Item and complete required information. Follow steps in
registering a fixed asset as provided on pages 216 - 222: steps 1 to steps 15.

Asset Item

[ Search Mode ]

Application ID

Step 3: Click save button when complete, then go to the Transition field and select for review.
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10.1.3 How to Transition Fixed Asset

10.1.3.1 How to Authorize Fixed Asset Registration
Step 1: Navigate the (i) and click on the Dashboard.

FreeBalance FrecBalan

Yau have 1 Nuw Mussujas.

Dashboard
L=

Session Details

Jane: > _lumies
wazx cgn
PRI R S TR
MUUAGR: g,

Step 2: Click the Asset Item from the list, and select the Asset Item number to transition.

e

User Dashboard
Trarsactian Type Panding Tesks Nradlne Raarmad Taeks
Paymres: Veudar L9t 411
JarmalWeucke al d
Camimitnehl et 29
Sirpivenl Exteisel Paayar i B ]
Purchogs Croer [ %
Furmomase Regusbor 12 15
Nerernn Shikdae 13484 ~hRE -

Step 3: Review the details and go to the Transition field, select the Authorize by LM SRO/HOD transition
from the list, and click the Transition button.

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

10.1.3.2 How to Post the Fixed Asset to the Registry

Step 1: Once the registered Asset item has been transitioned, the approver will navigate the (i) then click
on the dashboard.
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FreeBalance

Internal Messages

You have 1 New Messages,

Dash:2ard 8

Session Details

AT T LT P
Lzt login
ZH2024 11:14518
angrge Lrgisdy

Logout

Step 2: Click the Aset Item from the list and select the Asset item number to transition.

User Dashboard

Irarsaction Type Parding [as%5 Caadine Heached ek

Fegmanl Vowzner 411 411
Juure auchier 4 4
Conmilmen] 23 29

Step 3: Review the details and go to the Transition field, select the Post Asset Item transition from the list

and click the transition button.

Step 4: Enter the step note and click the finish button.
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10.2 How to Manage Work in Progress (WIP) Assets

Recording of Work in Progress Managed by GoK Freeszianc
g [ rrpmeana
EOTE Create Asset cmErlfimm

Purchase ] -3 ! - -
\\Rr,quisi'ﬁ “!'_/I : Transaction : . _
— : l : !
¥ : H

- a 2 _.__. Frepare and approve
Prepare and Approve : Ammnm:g&m Fementoucher
Purchase Crder : .
Propare and approve i i
.| PaymentVoucherfor | : |
subsequent
Payments Postin Asect
¥ Register by Internal
Record and inspect At
GSRN
Prepare and approve
¥ Payment Youcher for
1|I
Fayment Werk in
| Progress
Azzet bbem
¥
F Y
. Post in Assat
Authorize by LM -
Ereated Asset em Y | Registor by fatsmal

WP Recording of Work in Progress Managed by GoK
Asset
.,—'-'—_L—-
- Postin Assat
7 Croate Asset item to Auth LM -
ranetion Capitalize VAP Asset anm:u 1 Rogister by Internal ]
| to“Retire” )L Audit )
\\__ WiIR +
‘
SROSHODs
Post in Asset Work in e
Fegester g‘: Internal Progress i::':_':'l:‘::
Audit Asset hem =SS

10.2.1 How to Register Fixed Asset for Work in Progress
Step 1: Navigate Menu > Purchasing > Purchase Requisition.

223



S
FreeBalance

Purchase Requisition

[ Search Mode ]

Requisition Number

Step 2: Complete the PR steps providing the required information. Refer to How to register a fixed asset
on page 216. Follow procedures till competition of PR.

Note: Remember to tick “Is Asset” tick box.

——

Catalogue Item

N =W =N =S En@En)

[ Search Mode 7

FrecBalance Application Suite

e LR

Item Type

Unit Of Measure

T Achive
Trwenkory
Is Asset _

Step 3: Complete all required information and then Transition for approval.
Step 4: Create a PO and follow the procedure on how to record a purchase order available on page 80.

Step 5: Create a GSRN following the GSRN procedure on how to record a GSRN available on page 94.
Follow procedures until the transaction is fully approved.

Note: Make sure that the “Is Asset” box is ticked.
Step 6: Endorse and approve transition process.
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10.2.2 How to Record Work in Progress Incremental Cost

Step 1: Navigate the Menu, go to Asset and click on Asset Transactions.

Suppeort Entities

Assat Transfers

Asset Transactions

Custody Transactions

Step 2: Click the add new button on the screen to add a new transaction.

Step 3: Click the Lookup button on the field Asset Transaction type. It will take you to a new screen, then
click the find button on the displayed screen and click to select the “Work In Progress Incremental
Cost” from the list.

Azzet Transaction

HEN i

Apollcation I
Wil Flowy Status
Wik flowy Prroccss Status

Bummanl Traro=mccliean Typas

Asset Transaction Type

ApplicaLlion ID

Is Cash Involved

affects Lsaful Life |\.f|
Requires Employes Information

Transaclion Class

i value Change Typa -
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Asset Transaction Type

FreaBalanca £
L 0

[ Selection Mode ]

Application Allowed Finanecial Dperatian Type Mame

D

1 Manual Wwork [n Progress Incremental Cost
4 2 Manusal Lisposal by Sale of Asset

3 Manual LCisposal of by Hetirement of Asset

Step 4: Enter the reason for the asset transaction and enter the remarks if needed.
Step 5: Click the lookup on the Asset Transaction items tab and then click the Find button.

* Asset Transaction Items
(& y U

Application ID Abbreviation

Step 6: Click to select the WIP asset item to increase the amount of and click the return button once
done.

Step 7: Click the save button when completed

Step 8: Go to the transition field and select the For Authorization from the transition. Then click the
transition button and enter the step note and click the finish button.
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10.2 How to Manage Fixed Asset Custody Assignments

Recording of Custody Assignments within the Ministry Freetzanc
Registered
Asset itermn
—_— J__'- - _J__"--. - '__t_' .
¢ cusey 7 cwmoy ) 7 cumoay
-.\ n.;i;:.ur::m /)“'" """" ‘-I'"‘m, Rea;;;;ﬁent S " I{F:!salal:e:ﬂg f},‘

- . - -

= ==

[ ) o R =) =

L Approve
¥ v
Print Custody (‘:} C} O '
Repart .= —*
— - ﬁ [’H_"‘r Qther
Employes] Employec: Employeed ——»  Ministry’

& Resigned

10.2.1 How to record Custody Assignment

Custody transaction is where the assets are assigned to the accountability of the Employee or the
Division.

Step 1: Navigate the Menu > Assets > Custody Transactions

] Support Entities

Assel Ilems

Asset Transfers

Asset Transactions

Step 2: Click the new button
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Custody Transaction

S IR S

Application [0

Step 3: Select the applicable transaction type from the list.

e Custody: This is to assign the Asset initially.
e Reassign Custody: This is to transfer the assignment of the Asset. This usually happens when
an employee transfers to a different Ministry and the assigned asset will be reassigned to the

replacement employee.
e Release Custody: This is used when a user leaves the Ministry and the assigned assets are

released from their assignment.

Custody Transaction

[ Imsert Mode

Apspliczalicom TN
= Workflow Status

= lransactlon lype -

¢ Pimeal Voar F!m_‘-_
leassign Custody

) ~ L Release ol Cusbody !
= Fiscal Pericd T -

Step 4: Select the appropriate item from the dropdown list.

e Asset on Warehouse Custody: When the asset is assigned to a Division.
e Common Asset Custody: When an asset is assigned to an employee belonging to a division.
e Individual Asset Custody: When an asset is assigned to a specific employee.
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» Fiscal Year

= Fiscal Period

» Asset Custody Type

» Effective Date

Has Assignment

Custody v

Individual Asset Custody v

Asset On Warehouse Custody
Common Asset Custody

S
FreeBalance

Step 5: Click the Lookup in the Employee and add the name of the employee for filter then click the Find

button in the employee screen.

Custody Transaction

= Institution

= Fmployes Tn Custody

Has Assignmenl ‘

1702

KN S

Employee

o] a ]l = J < |

Application TR

Workflow Status

Mams Prefix

Registration Army Number

Firsl Mesrriee

lraka=* '

Step 6: Click to select the Employee to assign to.
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TSI I

Employes FreaBalanca Application

N N =1 S

I Sde=rminn Meds |

Apphicabon Tull Hame Orgameakinn Ldenbibcabinn Dosumeent [kate TiF Whrkh faender
T Baiinilaca
LA RN Iraka lahsrs Irsasnry PR M M 171078 e

Step 7: Complete the Employee in Custody and Custody Assignment.

Type Employee in Custody Custody Assignment
Custody Employee that will be assigned to the Asset Same
Reassign Custody  Employee that is currently assigned to the ~ The Employee where the
Asset assignment is transferred to
Release Custody Employee that is currently assigned to the  Same
Asset

- Cimplayese Ty Cusbeady 20230039 - i

Custody Employes Name

liraka Tabera

Crmployees Acsigormernl InsliluLlion
= Custody Asslgnment T, -'_

Custody Assignirient Mraka Tabern

Step 8: Click the Lookup button on the Assets to assign.

Chsaervalion

Annign compuler for Oilice

folnansachion Assels

nits To Transfer Asset Ttem Abbreviation

Step 9: Click the Find button on the displayed screen.
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Asset Item

Application 1D

Step 10: Click to select the asset to assign.

=511
Assat Itam FreaBalance Ap[

N N EER ES 2 ER B2 BT

LR
Select  Application  Description Assar Class Tren Seacus InsciruTion Created On Tream Dperathon
I
O s L IO, GG S 0N ALCUINCA SO LR e i tack
pUrE] brgoom. HNCTD coulpmang
D al-gigz-lf- Lapkos Antormetion. compubor SRpoeysl K Aroounbrg Ok LANE El Bk T an stk
TTTE] Erminn, (0T enui
r‘ a1 20Fe 17 Lapkors S Aooun ol by gl A v b % i 17z Shi I A o Sk
ananz belponm, (ICTE eouinmant
D al-dlgt-10-  Deskiop mompubers Informstkan, memputsr, an Aporows o Aroounbeg Offks 100 2RRDp on Stmck
LA R Lz (1007 eyuipmien

Step 11: Click the save button.

Custody Transaction

I =W il

Approved] By

Approved Dakte

Obsarvation

Ansign computor for Offiooe

Sclect Units To Transfor Assct Ttem Abbreviation
1 AT-2024-17-00003 Laptan
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10.2.2 How to record Custody Reassignment

Step 1: Navigate the Menu > Assets > Custody Transactions

] Support Entities

Assel [tems

Asset Transfers

Asset Transactions

Step 2: Click the new button

Custody Transaction

S IR S

Application [0

Step 3: Select the applicable transaction type from the list

7 Custody Transaction e

e ]

Application I

2 = Wrorkflow Status .
: Rog rexcd
« Transaction Type Reassign Custody -
* Fiscal Year
Custody

« Fiscal Period

Reassign Custody

* Asset Custody Type Release of Custody

232



S
FreeBalance

Step 4: Select the appropriate Asset custody type from the dropdown list

= Transaction Type Custody -

~ Fiscal Year ¢ 20

» Fiscal Period Cl

MASSICAIEIDCY e Individual Asset Custody v

* Effective Date Asset On Warehouse Custody
Common Asset Custody

Has Assignment

Step 5. Click the Lookup in the Employee.

Custody Transaction

H kN =N

Has Assignment ‘

* Institution

1702

“ Employes In Custody

Step 6. Add the name of the employee for filter then click the Find button in the employee screen.
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Employee

N S R ES

Application ID

Workflow Status

Mame Prefix

Registration Army Number

First Name

Tiraka™ I

Step 7. Click to select the Employee to assign to.

TSI I

Employes FreaBalanca Application

N =N 1 ES
[ e ]

Applicabinn 1ol Mame frganization Lientifsation Do umsent hate T1F Uirkh Eender
T Fumlay

A eIy liraks lahsrs Iresasury AR M RS Kl (LRl |

Step 8. Complete the Employee in Custody and Custody Assignment

= Institution 1702 ﬂ
= Employes In Custody 20230030

Custody Employes Name

Tiraka Tabera

Employee Assignment Lnstitution ﬂ
= Custody Assignment 20230039 ._

Custody Assignment

Tiraka Tabera

Step 9. Click the Lookup button on the Assets to assign.
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Observation Assign computer for Office

s
Abhbreviation
Step 10. Click the Find button on the displayed screen.
Asset Item
o 1a
Application 1D
Step 11. Click to select the asset to assign.
I=slmll
#5;“ I“m FreaBalanaes |!.|1|

KN N =5 3 A BN B B
W |

T

Sedect Application Descriprion Asget Class Trene Srarus Tnscirurhon Created On Tream Gperarion

I

. 41-3074-17-  Lankan 1norneriee, rompubon an Bnacysd b Areounb e CElos Iz SR RR TP 0 Stk
ngopa txepom, HCT! cqulpmant

D cadas-ll Lepken anfermetlon . CompUkon SO0 &raogust e Acoounbrg Ol LIS L Al EEck
[ITTE] Eeminan, (TCTE snnipunsng

rl é' ry 1- LIHJ.‘J'I'"!' i 1 D H % |.|.|l':| !Iu" ™ ! o ;mi 12]2 R R P 1 :'ll
Jililiies teaam, (ICT] equinmant

D al-gigt-1r  Deskiop sowpukers Infermstke, mmpuksr, sn Aporovsd oy Aomunkrg OFks 1A 22:3ip07d on Skack
LIRS Ve (1007 eyuipmien

Step 12. Click the save button.
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Custody Transaction

|l Insert Mode ]

Approved By

Approved Date

Observation Assign computer for Office

* Custody Transaction Assets

KN N =N =R

Select Units To Transfer Asset Item Abbreviation

B : Laptop

10.2.3 How to record Custody Release
Step 1: Navigate the Menu > Assets > Custody Transactions

] Support Entities

Assel [tems

Asset Transfers

Asset Transactions

Step 2: Click the new button
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Custody Transaction

S IR S

Application [0

Step 3: Select the applicable transaction type from the list
Custody Transaction

|l Insert Mode |

Application ID

= Workflow Status

Registered
* Transaction Type Reassign Custody -
* Fiscal Year

Custody

* Fiscal Period

Reassign Custody

Halease of Custody

« Effective Dat
Schive bate 1/10/2024

—

Step 4: Select the appropriate Asset custody type from the dropdown list

= Asset Custody Type

—
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= Transaction Type

» Fiscal Year

* Fiscal Period

» Asset Custody Type

» Effective Date

Has Assignment

Custody

Individual Asset Custody

Asset On Warehouse Custody
Common Asset Custody

SR
FreeBalance

Step 5. Click the Lookup in the Employee.

Custody Transaction

o j]als

= Institution

« Employes In Custody

Has Assignment ‘

1702

KN N

Step 6. Add the name of the employee for filter then click the Find button in the employee screen.

238



S
FreeBalance

Employee

N S R ES

Application ID

Workflow Status

Mame Prefix

Registration Army Number

First Name

Tiraka™ I

Step 7. Click to select the Employee to assign to.

TSI I

Employes FreaBalanca Application

N =N 1 ES
[ e ]

Applicabinn 1ol Mame frganization Lientifsation Do umsent hate T1F Uirkh Eender
T Fumlay

A eIy liraks lahsrs Iresasury AR M RS Kl (LRl |

Step 8. Complete the Employee in Custody and Custody Assignment

= Institution 1702 ﬂ
= Employes In Custody 20230030

Custody Employes Name

Tiraka Tabera

Employee Assignment Lnstitution ﬂ
= Custody Assignment 20230039 ._

Custody Assignment

Tiraka Tabera

Step 9. Click the Lookup button on the Assets to assign.
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Observation Assign computer for Office

s
Abhbreviation
Step 10. Click the Find button on the displayed screen.
Asset Item
o 1a
Application 1D
Step 11. Click to select the asset to assign.
I=slmll
#5;“ I“m FreaBalanaes |!.|1|

KN N =5 3 A BN B B
W |

T

Sedect Application Descriprion Asget Class Trene Srarus Tnscirurhon Created On Tream Gperarion

I

. 41-3074-17-  Lankan 1norneriee, rompubon an Bnacysd b Areounb e CElos Iz SR RR TP 0 Stk
ngopa txepom, HCT! cqulpmant

D cadas-ll Lepken anfermetlon . CompUkon SO0 &raogust e Acoounbrg Ol LIS L Al EEck
[ITTE] Eeminan, (TCTE snnipunsng

rl é' ry 1- LIHJ.‘J'I'"!' i 1 D H % |.|.|l':| !Iu" ™ ! o ;mi 12]2 R R P 1 :'ll
Jililiies teaam, (ICT] equinmant

D al-gigt-1r  Deskiop sowpukers Infermstke, mmpuksr, sn Aporovsd oy Aomunkrg OFks 1A 22:3ip07d on Skack
LIRS Ve (1007 eyuipmien

Step 12. Click the save button.
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Custody Transaction

|l Insert Mode ]

Approved By

Approved Date

Observation Assign computer for Office

* Custody Transaction Assets

KN N =N =R

Select Units To Transfer Asset Item Abbreviation

B : Laptop

10.2.5 How to print Custody reports
Step 1: Navigate Menu > Asset > Asset Reports
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Support Entities

Asset Items

Asset Transfers

Asset Transactions

Custody Transactions

Asset Count Requests

Leasing

Asset Reports

Step 2: Open Asset reports and click on Custodies per Asset

Asset Contracts Report
Asset Catalogue

et Datalled Information
fAasignments by Employes

Azsignments by Vendor

Acquisition Analysis

Assets by Operational Status

Iransachions per Asset

Transfers per Assot

Step 3: Encode details needed either by employee name or by custody transaction type, or by custody
type and then click on PDF or excel to generate report.
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Custodias By Assat Report

Custody Transactian Tvpo

Custody Type

Serl By

Employes Name - Cushady Date -
IrestibuTion

Asset Candition

Custody Transaclion Teos

Azset Lnits

Cuskady [0

'n -

Step 4: Click OK on the displayed message.

ifmis-kiribati.freebalance.com says

The Report CustodiesByAssetReport Was Send To Report Server With |1D:
IDiip-172-31-7-247 ap-
sautheast-1.computeinternal-42775-1727730458126-5:68 1:1:1:1

Step 5: Click on the (i) to go to the Internal message

Gemneral Asscts Dotailed Per Instibution Repart

I =S PreaBatane

Internal Messages

Voalwas T Mo Somgne

Dashbaard
- Srterie =

S TTTITERIC)

= G Trwibelar -k :I
- P (T T TR TR P -

It it Seeat A1 Lieci=ioot 1 Pocand A1

Sexsion Details

Step 6: Click the linked ID of the generated report and click the link of the file to download.
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Intarnal Messpge

Schect Status  From D Subjoct Posting Date

I:l . Micima 2073444 Bopark Serven Molilicalivn - Genesal&ssel=Doelailod e Tedilulion®aepa z"zi

10.3 How to Manage Fixed Asset Transfers

10.3.1 How to record Asset Transfers
Transfers are changing of warehouse (Division) record an asset or assets.

Step 1: Navigate the Menu > Assets > Asset Transfers.

hucawls
Suppart Enlilics

Assat ltems

B Tramsaodione:

Custody Transactions

Step 2: Click the New button

Asset Transfer

iEE KN

Application I

i Workflow Status .

Step 3: Complete the details below
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= Transfer Typa
P Warehouse -

= Transfer Effective Date 28/3/2024

« Estimated Arrival Date
! " 2832024

Received Data

* Shipping Method Transport To Destination - . —

= Source Warehouse 1702
= Dastination Warahouss 1701 “
= Employes Who Deliverad 20230039
= Employee Who Dispatched 20230039

Step 4: Add the description of the transfer and then click the lookup button on the Asset item.

= Dmascriplion Transfer Assat Warehouse -_

Journal Voucher of Sending Institution
Journal Voucher of Receiving Institution

fAacet Trangfer Items

its To Transfer Asset ltem  Description Source Warehouse

Step 5: Click the Find button on the displayed screen.

Asset Item

N =N N ES

application 1D

Theerm Status
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Step 6: Click to select the Asset

[
FreeBalance

Ml Iiem

KB =8 =5 3 8 EB B

Selmct fpzlicntien 10 Dearrigkian Sounwt Class Temm Strdun

0 ALEEs 7 - . ared s sy Apreepes b tzongrHea dedce
pricebie] JESTL R ek

I—I LV RCE b Lapiug D e bazye LrArera g, el b saoan Apgyreed b soopanlig O e
Tl 1] B et

|_| [ Lapeae fer Groninee Infvem i en, CrRnrLIne, AR P T Apnnessd by desninmng Ci¥iee
i Him SEFTTTILIT AN

1 A13934 17 Eabing somputar bz ol g Bparad by foo 2 Doy
T [T T

Step 7: Click the Save button once done.

* Descripticn .
Transfer Assel Warehouse

Journal Woucher of Sending Institutian

Journal Voucher of Receiving Institution

N B =D =R

Salact Units To Transfer Assot Ttem

H 1 A 4-17

-

10.3.2 How to transition Asset Transfers

Fiker Critera
Lnmmenis

= farmny Craniratian tnit |:|
P By Instibution Trne _

Step 2: Click the Asset Transfer from the list.
Step 3: Click to select the Asset Transfer number to transition.

Inst®uiine

Description

Laptop

Step 1: Navigate the (i) then the right-side pane is displayed. Click on the dashboard.

Cranted Cm Tham Operesks

Source Warefiouse

17032

Step 4: Review the details and go to the transition field, select the “Review” from the list and click the

transition button.
Step 5: Enter the step note and click the finish button.
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10.3.3 How to record the Transfer Acceptance
Step 1: Navigate the Menu > Assets > Asset Transactions.

(] Support Entities

Asset Items

Asset Transfers

Asset Transactions

Custody Transactions

Step 2: Go to the field Origin and select the “Asset Transfer” from the dropdown list and then click the
Find button.

Asset Transaction

N N = 5 S 9

Application 1D
Workflow Status
Asset Transaction Type

Asszat Transaction Type Name

R >

Assel Count Request

0@ﬁ

Effective Date
Asset Tkam

Appraval Date feset Sale

Amount
Auctian

Step 3: Review the details and update as necessary.

Step 4: Go to the transition button and select the “For Authorization” from the list then click the
transition button.

Step 5: Click the Finish button to complete the transaction.
Step 6: Repeat process until the Asset Transaction is approved.

247



S
FreeBalance

10.4 How to Record Fixed Asset Transactions

10.4.1 How to record Disposal of Asset
Step 1: Navigate the Menu >Assets > Asset Transactions.

] Support Entities

Assel [lems

Asset Transfers

Step 2: Click the New button

Asset Transaction

=5 ] 8

Application 1D

Step 3: Click the Lookup on the Asset Transaction type.

Asset Transaction

| Inserl Mode |

Application 1D

= Waorkflow Status

= Asset Transaction Type | @

Accat Teancactlon Tuoes Bloces

Step 4: Click the Find button
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Asset Transaction Type

oj]aj]s

Application 1D

Is Cash Involved
Affects Useful Life

Requires Employee Infarmation

Step 5: The following are displayed. Click to select the applicable Asset Transaction.

Disposal of Asset by Sale: This is related to all Asset Disposal with a receipt of cash.

Disposal of Asset by Retirement: This is related to disposal of asset by scrapping the no longer
usable item

Asset Revaluation/ Asset Devaluation: Transactions that increases or decreases the value of
the Registered Asset.

Asset Transfer Acceptance: To register an asset item based on the acceptance of transferred
asset from Different Ministry/Division.

Work In Progress Incremental Cost: Related to recording of Work In Progress subsequent and
additional cost

Retirement of Work in Progress Asset: Related to the retirement of Work In Progress Fixed
Asset in order to record the capitalized Item.

Application Allowed Financial Operation Type Name

D

Dlsposal of Agcet by Sale

Dizpasal of Aszst by Ratiremeant
rszet Pevaluation

Azzat Devaluation

Ascet Depreciation

Azsat Transfer Acceptance

Wark In Progress [ncremental Cost
Retirement of Weork in Progress Asses

EREEEEEE

10.4.1.1 How to record Disposal by Sale

Follow steps 1 to 5 on how to disposal asset on page 231 - 233.

Step 6: Complete the Division registered for the Asset, month and the reason for the disposal of sale.
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Accounting Office

Iz Reverse

Is Disposal Related

= Fiscal Year

~ Flacal Parlod

Created By

Craated Date

Approved By

= Reason

1702

][]

FY 2024

MARCH

ttabera

28/3/2024

Retire Asset

KN KW

e

&

Step 7: Complete the other details as needed. Then click the Lookup button on the asset transaction
items.

Reason For Disposal

Fully depreciated

i
LAY

& KB =B B

Select Application ID

Abbreviation

r

*—-

Disposal Or Change Value  Book V:

Step 8: Click the Find button on the displayed screen.
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Application ID

Step 9: Click to select the Asset item to transact.

Asset Item

3 8 =5 3 £ B 20

[ Sebection Mode ]

TRALINLIN
FreeBalance App

0 5
O 5
O 535

Select  Applicalion Descriplion
I

Lagtaa

Laptep

Laptep for Accounts

Caakben camputers

Mamel Class

Tnfarmnation, computer and
Talecom, (TCT] equiprmant

Informatlen, computer. and
Telecm, (ICTI equipmment

Infermatlen, computer, and
zalecom, (ICT) equipmant

Infermmatien, computer. and
Telecom, (TCT] equipmsnt

Step 10: Click the save button when all is completed.

N N =N R

Application 1D

Eeleck

H A1-2024-17- 00003

@

=dRIEE

Abbreviation

10.4.1.2 How to record Disposal by Retirement

Ibem Status

Appraved By Accounting
QFce

appraved by Accounting
Appraved by Accounting
OFlce

Appraved by Accounting
OFce

Heposal Or Change Value

<

Imstitution

i7az

i7o2

Salact
Crealecd On Them Opery
FANRIFIPL: In Stack
2132024 In Stack
26132024 n Stack
L0203 In Stock

Book value Before Transaction

LE28.250

Similar with the disposal by sale, follow steps 1 to 5 on how to disposal asset on page 231 - 233.
Step 6: Complete the Division registered for the Asset, month and the reason for the disposal by

retirement.
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Accounting Office

Iz Reverse

Is Disposal Related

= Fiscal Year

~ Flacal Parlod

Created By

Craated Date

Approved By

= Reason

1702

][]

FY 2024

MARCH

ttabera

28/3/2024

Retire Asset

KN KW

e

&

Step 7: Complete the other details as needed. Then click the Lookup button on the asset transaction
items.

Reason For Disposal

Fully depreciated

i
LAY

& KB =B B

Select Application ID

Abbreviation

r

*—-

Disposal Or Change Value  Book V:

Step 8: Click the Find button on the displayed screen.
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Asset Item

ojajs g x|

Application ID

Step 9: Click to select the Asset item to transact.

PRATINLIY
Asset Item FreeBalance App
[ Sebectivn Hude ]
Sakact
Select  Applicalion Descriplion Asmel Class Ibem Slalus In=litution Crealecd On Them Opery
I
|_| Al 2022 Lagkaf Tnfermatien, computer and  Appraved By Accednting 17z o R P ] In Stack
1700003 Talecom, (TCT] equipment OFce
I:I AI-202a- Lzptop Informatlcn, computer. and &ppraved by Accounting 1702 21732024 In Stack
D AI-Z03L- Laptap for Accounts Infermation, computern, and  Appraved by Sccounting 1702 Pl T L P In Stack
17-00007 zalecom, (ICT] equipmant  OFice
I:l AD-2022- Daskbon camputens Infermation, computer, and  Appraved by Accourting i7a2 242029 In Stack
17-0a011 wlecem, (ICT)] equipment  OMce

Step 10: Click the save button when all is completed.

N N =N R

Seleck Application 1D Abbreviation Heposal Or Change Value Book Yalue Before Transsction
[ ] A1-2024-17-00003 Lapte ] JE=TE-]

10.4.2 How to record a change in the value of a Fixed Asset
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10.4.2.1 How to Record Asset Revaluation

Step 1: Navigate the Menu > Assets > Asset Transaction

&

] Support Entities

Asset Items

Asset Transfers

Step 2: Click the New button on the screen and add a new transaction.

Step 3: Click the Lookup button on the field asset transaction type, click the Find button on the displayed
screen, and click to select “Asset Revaluation” from the list
Asset Transaction

EF S EEEEEaEEE

[ Search Mode ]

Application ID

Workflow Status

Asset Transaction Type

Asset Transaction Type Name

Asset Transaction Origin
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N W TSR .

pe
ee@freebalance.com) is signed in
L0 ] Q

[ Search Mode ]

Application ID

Is Cash Involved

Affects Useful Life

Requires Employee Information

Asset Transaction Type Republic of Ki

FreeBalance Application
K3

| Selection Mode ]

Application Allowed Financial Oparation Type Marmea

]

1 Manual Work In Progress Incramental Cost
2 Manual Disposal by Sale of Asset

3 Manual Disposal of by Retirement of Asset
4 Manual Azcet Revaluation

= Manual Asset Devaluation

[
Step 4: Enter the reason for the asset transaction and enter the remarks if needed.

255



S
FreeBalance

Application ID

* Warkflow Stat
arkflow Status Registered

» Asset Transaction Type

g

Assat Transaction Type Namsa

in
n
m
L
J
m
i}
c
W
T
[=]
3

* Asset Transaction Origin

* Effactive Date 341072024 =

= Amaunt

» Intervenient Mame

Accaunting Office

Is Reverse []

* Fiscal Year Fy 2024 .

+ Fiscal Periad

OCTORER -

fia G:'l

Craatad Date -
2/10/2024

Approved By

* Reason .
Remarks -ﬂ'

s

Step 5: Click the lookup on the Asset transaction items tab and then click the find button

* Asset Transaction Items

S ]

Select

Application ID Abbreviation

Step 6: Click to select the Asset item for asset revaluation and click the return button once done.
Step 7: Click the save and return button when completed and click save button.
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Step 8: Go to the transition field and select the For Review from the transition list, then click the
transition button and enter the step note and click the finish button.

10.4.2.2 How to record Asset Devaluation

Step 1: Navigate the Menu > Assets > Asset Transaction

&

] Support Entities

Asset Items

Asset Transfers

Step 2: Click the New button on the screen and add a new transaction.

Step 3: Click the Lookup button on the field asset transaction type, click the Find button on the displayed
screen, and click to select “Asset Revaluation” from the list
Asset Transaction

eyaleolcol-1n N

[ Search Mode ]

Application ID

Workflow Status

Asset Transaction Type

Asset Transaction Type Name

Asset Transaction Origin
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N W TSR .

pe
ee@freebalance.com) is signed in

[ Search Mode ]

Application ID

Is Cash Involved

Affects Useful Life

Requires Employee Information

Asset Transaction Type Republic ¢

FreeBalance Applical
L Q

[ Selection Mode ]

Application Allowed Financial Operation Type Name
ID
1 Manual Work In Progress Incremental Cost
2 Manual Disposal by Sale of Assat
3 Manual Disposal of by Retirement of Asset
4 Manual Asser Revaluation

= & Manual Asset Transfer Acceptance

Step 4: Enter the reason for the asset transaction and enter the remarks if needed.
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Asset Transaction

(e ]

Republ
FreeBalance Appli

Application [D

= Workflow Status
egisberad

= Asget Transaction Type E {ﬂ

Asset Transaction Type Name P

L Devaluation

= Reason .
Rermarks _*

-

&S

Step 5: Click the lookup on the Asset transaction items tab and then click the find button

* Asset Transaction Items

Select Application ID Abbreviation

Step 6: Click to select the Asset item for asset revaluation and click the return button once done.
Step 7: Click the save and return button when completed and click save button.

Step 8: Go to the transition field and select the For Review from the transition list, then click the
transition button and enter the step note and click the finish button.

10.5 How to Record Fixed Asset Maintenance

10.5.1 How to record a Maintenance List

Step 1: Navigate the Menu > Assets and Inventories Common > Warranty Maintenance > Warranty
Maintenance Policy.
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"' Asoels & Invenbories Commons @ Assel Mainlenanos

sset Maintenance List

Asset Maintenance Schedule

Step 2: Click the New button

Asset Maintenance List

| Search Mode |

Step 3: Provide the details below and click the lookup on the Provider

Application ID

* Flscal Year

* Flscal Period

= Information Type
P Maintenance A

= Waorkflow Status

= Institution 1702

* Provider @

Step 4: Add the filter on the vendor name and then clock the lookup button.
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Vendor

N N D ES

Code
Eliglhility Status

Mame " .
*ropair*

Fia TR S W PR

Step 5: Click to select the vendor

Vendor

KN W EE ES

[ 5e ion Mode ]

Code MName Short Name

1907 Tara Tara Yacht Charter, Boat Building & Repair

194 KS Auto Repair Services

2092 ICT Tech Repairing

226 Taborio Boat Building_ and Repair/ Tara Tara Yacht Charter Boab Building
241 Mobile Phone Bepair Services
2924 Kirlative Auto Repair

3986 Kabiriera & Tawaia Brothers Auto Service B Beapair

Step 6: Provide the details below
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* Provider 1086

Employes

Purchase Order

208

* Start Date

&)

1/3/2024

« End Date

(4

31/12/2024

* Warranty Maintenance Location

Maintenance Type Major Repair hul

Mumber of Years

Mincr Hepair
Preventlive

= Losk T i

—

p—
On Site . T
-

Step 7: Add the observations and then click the lookup button on the Asset item.

Obsarvalions Repair

= Created By Habera ®
= Created Date D8I

Approved By

Approved By

Assed [lem Allachments

Select Asset Ttem Special Coverage Terms

Step *: Click the Find button
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Asset Item

N N Nl ES

Application ID

Step 9: Click to Select the Asset to enroll in the Maintenance Policy

WAL

Asset Item Frec:Balanco A
o
| Selection Made | i > hozers B resntories Commens F Warmeky Mpimtenance b

[ alddgs-l/  Leoinp oompubss Loformatien. comauter, and Sperovcd by Accountro Uffos  LAUL 2T An Smos

| . e (ICT s

— Al-F0p2-17-  Tacseas Car Teansrort eaulament anned e docaunten Oics 1202 6 R s

| — [k

Step 10: Repeat the process to add more asset items. Then click the Save button.

< Created Dale

Approved By

Approved By

¥ Warranty Maintenance Policy Asset Them Attachments

KN KN =N =R

Select Asset Ttem Special Coverage Terms

BEE

AI-2024-17-00012

10.5.2 How to record a Maintenance Schedule

Step 1: Navigate the Menu > Assets and Inventories Common > Warranty Maintenance > Warranty
Maintenance Claim.
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Asset Maintenance List

Accet Maintenance Schedule

Step 2: Click the New button

Asset Maintenance Schedule

| Search Mode |

Mumber

Step 3: Click the Lookup on the Policy.

= Application TD

* Flscal Year

* Flscal Period

* Warranty Malntenance Policy

* Institution

Step 4: Click the Find button on the displayed screen.
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Warranty Maintenance Policy

o jals

Application 1D

Step 5: Click to select the applicable policy

| © =N KN
[ Slction Mede ]

Application Crestel Daie Infurmstion Ty LY ) PR e

(LY
i TaTeIr] e L]

LusLiletinn Semdn Lusl

IS il HER]

Step 6: Complete the details below

= Warranty Maintenance Policy
= Institution

= Responsible Employes J0230036

= Reguested Date 37/3/7074

Effective Date 2732024

Goods and Recaive MNote

KN KN
) p—
5 -

Step 7: Click the Lookup on the Goods Received Note to link the Claim of the delivery of the service of

the preferred vendor.

Goods and Receive Note

@

Step 8: Select the applicable details below
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- Waorkflow Status

* Warranty Maintenance Location

On 5ite i "h'
Praventive * h

* Maintenance Type

Step 9: Click the lookup on the Asset item

Approved Date

* Warranty Mainten laim Asset [tems Attachments

SToT

Remarks

Step 10: On the scree, click the Lookup on the Asset Item included in the policy.

Warranty Maintenance Claim Asset ITtem

= Warranty Maintenance Policy Asset Ttem

Assot Ttemn Operational Status

= Remarks

[Defects

Step 11: Click the Lookup button.
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FresBalance

Warranty Maintenance Policy Asset Item Lookup

0 ] Q @
[ Search Mode ]

FreeBalance Application Suite

Assel Item

Step 12: Click to select the Asset Item for the Claim.

Warranty Maintenance Policy Asset Item Lookup

| L0 ] Q
| | Insert Mode |

FreeBalance Application Sulte

Id Asset Item

I 1 Al-2024-17-00012

Step 13: Provide the details below and then click the Save and Return

267



[
FreeBalance

Warranty Malntenance Clalm Asset Item

I = Warranty Maintenance Policy Asset Item

Aszel Tlem Operational Status IN_STOCK

= femarks
EInarks Warranty Claim

-‘.\.

Step14: Repeat the process to add more Asset Items and then click the Save button. Proces the Claim
until it is fully approved.

o jals

| Inserd Mode ]

= Created By
Created Date
Approved By

Approved Datea

* Warranty Maintenance Claim Assel Ttems

Attachments

T
Select  Remarks

] Warranty Claim
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10.6 How to Record Fixed Asset Insurance

.. 4
Freetias:
Process for Fixed Asset with Insurance

T

,.// Prepare ™

Repistered — REVENLE |

——— Asset bem b Voucher //'
j-f"'- Prepare and ““\-\ —

Ly :
| rchase ! ¥
\\___ n ~ Prepare . | e
e £ naset \I , Create Insurance Aﬁmﬁ
Insurance Clalm

o Paliey

Prepare and T ¥
AP P : Genarated
Purchase Qrder
L 1 Journal v L]
. S Reportad 1 CLErd

™ Tor the Collection
—_— Approve | ‘"—l—’ 7 : |
Record and A im = Authorized J |

inspect GERN ,’L L
| e 0 “xm General
-~ e Ledger
{\ l"-'l."'.::ll.rll ;."b-

L . -

-

Prepare and S
approve Payment L Denied
\ Voucher

10.6.1 How to record an Insurance Policy

To record the Insurance placed on an Asset follow these steps.

Step 1: Menu > Assets and Inventories Common > Insurance > Insurance Policy.

Insurance Claim

Step 2: Click the New button

Insurance Policy

[ Search Mode ]

Applicalion ID

workflow Status

Fiscal Year

Fincal Period

269



S
FreeBalance

Step 3: Click the Lookup on the company

Insurance Policy

oj1a]s |

| Insert Mode |

Application ID

* Workflow Status Created

* Fiscal Year FY 2024 -
* Fiscal Period MARCH -

+ Institution 1702 - E

+ Insurance Company

®

Agenl

Step 4: Provide the filter in the vendor then click the Find button

Vendor

o1l

Code

Eligibility Status

Marme *Insurance™®

Step 5: Click to select the Vendor
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Vendor

e 0 ]

Code MName Short Name

Step 6: Select the Insurance Type applicable.

* Institution 1702
80
- L&

* Insurance Type

= Insurance Company

Palicy Mumber
Car Insurance

Issue Date Fire Insurance

Step 7: Complete the details below

= Insurance Type .
- ¥p Fire Insurance -

KIC-001 h
Issue Dat

sue e 1/1/2024 -
1/1/2024 B -

Policy Number

= Effective Date

= Expiration Date - h
1/1/2034 5

Step 8: Add the details on the insurance policy amount.
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* Premiurn Dormeslic Amounl W6 '_

Premium Amount FC
* Coverage Domestic Amount

Coverage Amaunt FC

+ Deductible Demestic Amaounk, 10 ‘—

Ceductible Amount FC

* Coverage Terms Fire Insurande for 10 yvears y ‘h
o

Step 9: Click the Lookup on details. This will depend on the insured item. If it is a building, then use the
warehouse. Ifitis the Asset, then use the Asset Tab, as well as the employee.

Insurante Pekey Beser ems nsiranch Palkcy Fmplnyees Insuranie Prbey Payments arrachmenrs

Sclert warchouse Special Coverage 1erms

_

Step 10: Click the find button on the warehouse.

Insurance Poli

Insurance Policy Warehouses

= Warehouse

Step 11: Click the lookup button
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Insurance Palli

Institution

I [ Search Mode ]

FresBe'anc= Applcetion Suts

Code 1702

Step 12: Click to select the Division/building that is insured.

Insurance Fﬁlli

l Institution

~ 6 J aj s ] x

[ Insert Mode ]

FrasEslarce Application Suits

Code Name

1702 Treasury

Step 13: Provide the details needed then click the Save and Return.

273



[
FreeBalance

Insurance Poli

Insurance Policy Warehouses

+ Policy Amount DC =00.00

+ Policy Amount FC
+ Deductible Domestic Amount

10.00

+ Deductible Amount FC

Issue Date
1172024

Special Coverage Terms

Step 14: Click the save button: process the approval of the policy.

Insurance Policy
L 0 | =R

R

* Cromaled Chsfle

Sppiovad By

approead Dara

m nsrance Febey BESEl ITems Ireiranie Paboy bmplayess InsuEren By Payiels Arradimenta
T

Sclect Warchouse spocial Coverage Tems
| 1302

@
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10.6.2 How to record an Insurance Claim

Step 1: Navigate the Menu > Assets and Inventories Common > Insurance > Insurance Claim.

i Amsst= & [Mventories Commaons 2 [nsursnce

Imsurance Policy

Step 2: Click the New button

Insurance Claim

| Search Mode ]

Application ID

Step 3: Add the details below

Insurance Claim

KN KN R
S

Application TD

* Insurance Clalm Type

First Party Claim -
* Insurance Clalm Workflow Status Cr
* Fiscal Year Fy 2024 -
* Fiscal Period MARCH -
* Insurance Policy
& P
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Step 4: Click the Find button

Insurance Policy

ojaje

Application ID

Workflow Status

Step 5: Click to select the Policy applicable.

Insurance Palicy

Sipplialion Inslilulim Insurim e Loy Insurianes: lyme Tnesaarainz: Bulicyg A3merational
o Smtus
1 Lok =] i £ i Dmipcires [ LR RLY. ¢ W s ]

Step 6: Complete the details below.

= Fmployes 20230036 @, -
* Doourrence Dale — ._

2B372024 =
* Cause )

Fire h
%
Claims Made Date =
© Lurrency ALID
+ Exchange Rate 1000000
= [lal abic A
Claim Dormestic Amaount 1,000.00 .

Step 7: Click the Lookup button
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* pssat Item Insurance Claim * Employes Insurance Claim Attachments

Insurance Policy
Warehouses

Step 8: Add the details below then click the Save and Return

Insurance Claim

Insurance Policy Warehouses

' ILE Policy Warehouse:
+ Insurance Policy Warehouses 1702 .

+ Remarks

I@

Step 9: Repeat the process if needed else click the Save button. Process the Claim until it is fully
approved.

for Building
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Insurance Claim

o]l als

+ Created Date

Approved By

Approved Dabe

* warchousc Insurance Claim * aszob Inem Insurance Claim = Employoe [nswranoz Cam Attachments

KB

Select Insurance Policy Remarks
Warchouscs

ﬂ 1ro2 ftor Building

10.7 Generation of Fixed Asset Reports

10.7.1 How to generate report
Step 1: Navigate the Menu > Assets > Asset Report

Support Entities
Asset Items

Asset Transfers
Asset Transactions

Custody Transactions

Asset Count Requests

Leasing

| Asset Reports

278



[
FreeBalance

Step 2: Open Asset reports and you will find different types of reports available for asset to pick from.

Eemat Mppaats
~ontracts Repart

Assak Catalpgue

Assak Datailed Information

ABSImmank |:FI'IEI|I:I'."EI'-_'

Assignme ender

Acquistion Al

Agselrs by ElﬁlEr'atlﬂr'l.i' Status

Transactions per A

Tranafers per Asget

Custodies per Asset

Wareshouse Asset Transfers

Aszat Tranzactions

Azt Tranzaction Per Aszet Detailed

Recapitulation

Sttemernt OF Nan Current Assats Repart

lag Bar Codes OF Asset [tems Report

Taqg Bar Codes Sheets OF Inventory Items Report

Iag Bar Codas Shaats rege Bins Haport

Barcode File Report

Tag Bar Codes Sheels Of Assel [lems Reporl

Assat Auctlon Act Report

Receipl OF Adjudicalion Reporl

Act Of Asset Iberm On Custody Repart

Counl Reparls

‘Waluation Reports

10.7.3 Asset Detailed Report per Institution
Step 1: Navigate the Assets > Reports
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- hssets » Asset Heports » valuat

Asset Valuation

Historical valuation Report

Current Valuation Report

Valuation by Asset Class And Institution

Step 2: Provide the filters as necessary then click the applicable file type to generate the report with.

General Assets Detailed Per Institution Report

POF EXCEL XLSN RTF DO ooT oDns

Filter Criteria
Comments
s
Group By Organization Unit D
Group By Institution Type Ministry

Imstitution Select All UnSelect All Expand All

@ < [ o- Government of Kiribati

Operational
2

Asset [tem Physical Condition

F

Y

Step 3: Click on the displayed message.
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apac.freebalance.com says

The Report GeneralAssetsDetailedPerInstitutionReport Was Send To
Report Server With 1D: ID:WIN-
AVHOZFETMOV-62021-1711110805717-5:35:1:1:1

Step 4: Click the (i) to go the Internal Message.

Gemneral Asscts Dotalicd Per Instibution Repart

™ ™ ™ ™ Frosi:Balaiig]
L] R aex r
R b sy ¥ Aubsdbon Frza

Intcrnal Mossages

Voalmaz T tew Hamgra

Dashboard
=

Filna e~ S b
tmnels

Fema Tmarkeban Ik [
3 Es holl sl pe Mg -

Iretr Hhat oot AL Leds=esrt A1 Paecardd 51

Sexsion Details

Step 5: Click the linked ID of the generated report.

Intarnal Message

KA KN W IE 58 N =

Schect  Status  Froim I Subiject Postiing Date
I:I » Yema 2073444 Rorparl Serven Molilicalivn - GencralAssel=Dols e bionfeps HYLA024

Step 6: Click the link of the file to download.
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Intemal Message

Renuiras Action |
Racajve Read Notice |:
Recmive Sclion Nolice |_

Paeding Dralee
Haading Uate
Due Date
Action Date

Attachment Information File Name (Click to Download )
Haport Ligiihiz] Pazn Trnsed ila L icons Rosgeaar =00 T M-ANTIC 2 TETMOW-
By | . . : ; 21 1P
e 1 7 34 - i KT
Step 7: The sample report is generated
Govemment of Kirizzt Fegom Dale 2R304
S Hmpntt Lmes T
=== - (Lo LT ]
p——— Fage 10F
Ll St General Assats Detalled Par Instihstion Report
FiRer - Imsdubon Tyoe - Minishy: Assal bem Physical Gondion - Oparrdonal
Physical eyl
st It |0 Asset Hom Desoription BerllMunber | Coedilion | Congngn | PG | el S o0 vakes |Value Ghangs | Deprecietion | Disposal | Baok Vake
Condir Damcriptine Dancrip
Insitutifis | MFED
Intormabion,
-0 T . N . . | compunar, amd N
o | Leen Cpraticnal et | e 200000 noe 608 | 104440 .00
B i
LIEC PR . . R E T
paosiing [E- Cperaticnal RS L Py ey 20M.00 noc 000 00 .00
Bl pment
Informakbion,
MATAT. . v amqs | COMpiEE, ard . .
oo | Laekn Cperatinal [2RF=11 i 200,00 noc 5356 00 544
Intormation,
AT . U T .
ey [0 Cpamticmal B P 20060 o LIERY non Ana e
Total Inwiclion - 17 - MFEDO BaDaao0 ooa anaa 1,944 44 Ja3.:
Totals : 500030 0ol 1mz| 194448 23313

10.7.4 Asset Transaction per Asset Detailed report
Step 1: Navigate the Menu > Assets > Reports
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Heports

Assignments by Employee

Assignments by vendor

Acguisition Analysis

Assets by Operational Status

Transactions per Asset

Iransfers per Asset

stodies per Assel

Warehouse Assel Transfers

Asset Transackis
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Asset Transaction per Asset Detailed

e

Transacltion Crigin

Manual
Transaction Status
Asset Origin 1D
Fram Date
To Date
Asset Type Capitalized
Asset Institution 1702

Assel Warehouse Institution

Asset Region

Step 3: Click the File Type to generate the report with.

Asset Transaction per Asset Detailed

S
FreeBalance

Transaction Origin
Manual

Transaction Status
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10.7.5 Asset Detailed Information Report
Step 1: Navigate the Menu > Assets > reports

ontracts Report

Catalogue

Step 2: Provide the filters as needed

Asset Detailed Information
PDF EXCEL XLSX RTF DX ooT QDE

Filter Criteria
Ttem ID

Asset Class

Original Value From

Original Value To

Asset Them Orlal
sset Them Origin Manual .

Step 3: Click the File Type to generate the report with.
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N =N =N =R e
XLSX RTF DO ooT ans

Item ID

Filter Criteria
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Step 4: The report is generated

Governmaent of Kirbati

P Dt SA32004
Rapor Time: 174548

—_— Lisar : fa_bsdussme
- - Page 1 OF 8
Assel Detailed Information
Instiution : Acrmristranon
Filtar Griteria : Assnl Class - 5112311 Assed Hem Origin - Marual
idemtification Informeaticn
R 0D - DOM00DO000D000200001 Caalog e D - Mol Applica b
Shert Duscription Laptep
Brand and Model - Mol Applicabie Typo : Capiaized
Class Infereration, eomputis, snd Wiesnen (ICT)  geon e
LT
Barial Mumbar - Mol &pplicabls Bar Codu - Mol Applicabils
Item Coda sl Applicaie Lagacy Red ik Ml Appilcabin
Dwnarship Typss - Dwmed Parpnl dssat - Mol Applicable
Wanufacbam - Nol &pplicable Acquisition Dabe - Kioi Applicable
AoLagaini o T - Mol &pplicabla Acquisition Rell Numbsar - Mol Applicabis
Depracistion Mathod Samght Line Times in Auction I
Cunnent Inform ation
R Blatus - Rgsianed Opsrational Stalus . In Valdaton Procsss
Physical Condition - Dperational Resglan - Bairi)
Employos Usder Cusiody - Mol Applicable Duantiny o0
Avail nn s Guardity 1080 In Physicsl Gount s
Coura Last Duts sl A ppdicati g Camp Condii st App
‘Walue information
‘Origanal Cosl - A% 200000 Book Valua DA% 2,000.00
Accum Owpracintion A% 0 o0 CIP Ciirrant ¥ akis
Walum Mathod It Coast
Accountant |ndormation
‘Cading Block hict faplsbis Revalsation Mol foplcabie
E Surzhat Caging
ok -
. e | ol Acplabis Seszam Pici. Al cakis
ecaarnt:
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11.17 How to check the Budget Available

Checking of budget is available during the data entry and before doing the transaction.

From the Transaction Item screen, after the coding block selection, the Budget Rollup information
button will be available. Click on the said button.

1701/1101/00000/91/21211 ~ - - +
1/011 o~ *’; a Q

S ——

= Coding Block

- —

The screen will show the availability of fund per Warrants and Accounting Warrants level.

Rrdlup Pasinet Coairel Infnemrertian

Outgsl Contral Typs Coding Dlack Origingl Amzunt AUD Currsnk Amousk AUC [ [= i i ¥ Wauchsers AUD  Avallebls Dalincs A0 #
frirchach e assirien frurrhase oier
AL Mansaly AU
21,811.81 iJsaoLAD noa 040 109Z.04d 134aoLAaz
21,8116 334012 =N 0.0 1az.0a 33401453

NOTE: If the selected expense account has no corresponding available budget, system will prompt a
message indicating there is no Budget Control Available. Users must then select a correct account to be
used.

apac.freebalance.com says

Rollup Budget Control Information Does Not Exists

Users may also refer to the 2023 Released Budget available from the MFED site:
https://mfed.gov.ki/publications.

11.3 How will the Accounts Record PV with Non-Taxable Item

In cases there are multiple types of payments to be made in a payment voucher, create one Line item
for each. Example: Payment for Wages and Commission. Wages are usually non-taxable, while
Commissions usually, are deducted with 5% Company Tax.

Step 1. Follow the process of creating Payment Voucher as discussed in Section or = of this manual.

Step 2. Add a new line item for Wages. For this line item, do not include any Tax information. Click
Save and Return.
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Payment Vowcher Line Ibem

Serial Mumber
. . 1
Arnount ALD 100.00
Tax Amount ALIN
Met Amount AUD

Unit OF Measure

Sub Ledger Tvpe

Coding Block i
d 15011 101/00000/841 /721111 * &1 & 3
| /008 #

Is Advanoe Recowery I:I

Quantity Received
Uil Price AL

= Dscription

'\-'J'a':'leil _

= Description Wagesj

Payment Voucher Item Tax Info
“

Select Serial Tax Tax Tax Amount AUD Tax Amount
Number Percentage Foreign

EDES

Step 3. From the main screen, still on the PV Line-item tab, ensure that the line item previously entered
is ticked. From here, click the Copy button. This is to copy the line item. This is useful specially when the
coding block to be used for the entry is still the same.
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* Payment Voucher Line Items * Payment Voucher Payment Details Attachments
T

Select Serial Commitment Coding Block Description
Number Item
@ 1501/11041/00000/91/221111/098 Wages

Step 4. From the copied item, change the Amount to the supposed Commission amount. Also change
the description to Commission.

Paymenl Voucher Line Ilem

Serial Mumber

* Armnount ALD 50.00
Tax Amount AUD

Met Amount AL

Unit Of Measure

Sub Ledger Type

Coding Dlock

F Y
Rl “

Is Advance Recovery D

Quantity Received

Unit Price AUC

* Description .
Pt Commission —_

Step 5. This time, select the appropriate tax to be deducted from the Commission amount. (5% of 50=
2.50). Click New from the Tax Item Info tab.

Payment Vioucher Item Tax Info

(EDER ER
Tax

R
Select Serial Tax Tax Amount AUD Tax Amount
Number Percentage Foreign

Step 6. From the tax field, enter the code CT. To select the 5% Company tax for items without the 12.5%
VAT.

289



F—
FreeBalance

Expense Voucher Item Tax Information

Serial Number

- = a Lo
Added / Deducted

a1

Step 7. Click the Added Deducted dropdown field, select Deducted

Expense Voucher Item Tax Information

Serial Number

Tax

e EEE KW

Added / Deducted Added - T

Tax Item Coding Block Added

| Deducted & o

Step 8. Click the Save and Return button

Expense Voucher Item Tax Information

Serial Number

Added / Deducted Deducted v

Tax Item Coding Block

Tax Percentage .

Tax Amount AUD 5 50 5

Tax Amount Foreign

S Ea

Step 9. From the Line-item screen, again click the Save and Return button to save all the updates made.
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Payment Voucher Line Item

Sub Ledger Type Jot Applicable

Cod Block -~
/098 P

Is Advance Recovery D

Quantity Received
Unit Price AUD

= Description L
Commission

Payment Voucher Item Tax Info

Select Serial Tax Tax Tax Amount AUD Tax Amount
Number Percentage Foreign
5% Company Tax 5.0000000000 2.50 0.00 Edit

o

Step 10. Save the Payment voucher transaction and process accordingly.

T Exprent wracher | ne bame T Fwpmenk W cher Pee et Lees e SHnchmente
N N =R LW
ko Soriel Commilmoest Cwding Bl Dacwriplivn Al KULE Tux Aumunl FozL &muunl Szl FL Tan Anpsnl Mol Bl
Humilser I=m AL AL [kH [k
n W] e TR 3l Yienes T [LE] b4 LLLMA Y AL Lo i
n L30Li0mdmot B L2z s LA0se Conenss on LA Al Al s iz I

11.4 How to Temp Save Transactions

Users may also use the Temp Save button to temporarily save the transaction entered. The transaction
will not be posted, but will be saved and available for updates. This will help the users still keep the record
even when the auto time out session or poor internet connection occurs.

Step 1. Follow the same procedures defined in every section of this manual (PR, PO, GSRN, Commitment,
PV, RV, JV)

Step 2. Click on the Not Posted Reason dropdown list and select the reason for not posting.

Not Posted Reason . -

= Origin Awaiting Accounting Warrant
Awaiting Supporting Documents
Save as Draft

= (Clrrency

Step 3. Scroll down the transaction screen and click on the Temp Save button.
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' * Payment Voucher Line Items * Payment Voucher Payment Details Attachments
LT

Select Information Download

- @

This is applicable to every transaction screen and form.

11.5 Managing/Deleting the Internal Messages

The Internal message is where all the system or user sent notifications will be prompted. By default, only
the Unread Messages as indicated by the green round mark, can be seen from the screen.
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To show even the opened or read messages, users must click the Show both Read and New Internal
Messages button
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In order to avoid flooding of messages, that may cause some confusion, users must follow these steps.

1. Ensure that all messages are opened and read.
2. Iftherequired actions are taken, delete the already opened messages. Show both Read and New
Internal Message. Tick the selection box beside all Read Messages (as indicated by ground mark).

292



[
FreeBalance
[ oo |

N =N 2R R =R
arkern Hians i () b HECTin 1ars wrovd D LB s LB urfra.-?;‘lllum

-] - et

- I e

[} & s K 1

o . T ¥

- e

0 a  Femubm LErrY k

- Taman 3
a Dhmra muT 4 2L

-] a Calarwas Tom mA Tars m @ mee CaTerRree (Sode v OOFH 23 17 0084 baralicr angred be 52 iL ;.. i BTG

3. Scroll down, and from the bottom of the Internal Message screen, click on the Delete button.
This will delete the selected messages, retaining only the Unread or unopened ones.
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11.6 How to check Purchase Orders eligible for Payment Voucher

Accounts Officers must ensure that Ordered Items are delivered, received and inspected, before
processing the Payment Voucher.
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The list of these PO will be available through the Purchase Order Progress report. The users may
generate this report and check if the Orders are approved, and items are already received and
inspected.

Step 1. Go to Menu > Purchasing > Reports > Purchase Order Progress Report

il Purchasing * Heparts
Good Peceived Nobes Awaiting Invoice Report
Good Received Returned Details Report

Good Received Returned Motes List by Purchase Onrder

Goods Recelved Notes Listing Report

Purchiasa Order Detall Repaort
Purchase Crder List By Vendor Beport

Purchase Order Listing BEeport

Furchase Requisition Details Report

Step 2. In order to generate report that lists only the Approved and Open Purchase Order on specific
dates, ensure that the following fields are completed:

> Fiscal Year: Transaction year

Fiscal Period: Transaction month or period

Purchase order Item Status: Open

PO Workflow Status: Approved

From Date: Option to see list Purchase Order prepared from a particular date
> To Date: Option to see list Purchase Order prepared up to a particular date

V V V V

Purchase Order Progress Report

=N =N N =N S =N N

J

Global_filterCriteria
* Fiscal Year

Fy 2023 ¥ pfp—
Fiscal Period MARCH - ;
* Purchase Order Item Status

Open v efp—
PO Workflow Status

Approved e

Purchase Order Date

From Date E]

———————————

To Date = —-—
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Step 3. 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.

Purchase Order Progress Report

Step 4. Once the report is ready, a notification will be sent to the internal message, Click the (i) button to
display the Internal Messages.

Purchase Order Progress Repart
Internal Messages

lejojejojojofo T
Dashboard
L=]
B g Mtk &
S Fr e -
_ Sassion Details
sl Pkl - .
e T s | .
a7 Wendien Sl f— .
Purchase Qrger Dats
Fram Tule
T Lt

Step 5. Click the number of notifications in the Internal message to open the notifications. Then click the
link ID to open the details.

KN N =D 5 =R =R

e .
arke ATRNES CTeTE "= kT PO ] AT Hi by lane A ST FaTiEn LR

| -

Step 6. Scroll down to the bottom on the screen for the details and click the link to the file to download
the report.
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Subject Report Server Notification - PurchaseOrderProgressReport

Bod .
edy Report PurchaseOrderProgressReport With Report Server ID: ID:WIN-
AVHOZFETMOV-65072-1689270692341-5:47:1:1:1 it is Ready

Send Email
Requires Action

Receive Read Motice

Receive Action Motice

Posting Date 57T 20D
Reading Date

Due Date

Action Date

Attachments

Attachment Information File Name (Click to Download)
ALl sl

Title:PurchaseOrderProgressRepog urchaseOrderProgressReport-ID :WIN-
Buy: AVHO2FETMOV-65072-1689270692341 -
o ) ) 5:47:1:1:1.XLS
Beniamina on: 27/7/2023 e —
o ra=t

o o
Kamariera

Step 7. Open the downloaded report. Purchase Orders with equivalent Item received amount and
quantity are the ones that should be processed for payment.
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11.7 How to check Commitment if eligible for Payment Voucher

The Accounts office can only process Payment Vouchers for already approved Commitments. In order to
track this, users may be able to secure the list through the Commitment Detail Report.

Step 1. Go to Menu > Budgeting & Appropriations > Reports > Commitment Detail Report

F Budgeting & Appropriations

Commitment/Obligation Analysis Report

Financial Budget Overview Report
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Step 2. In order to generate report that lists only the Approved and Open Commitment (manually
created and not based on approved PO) on specific dates, ensure that the following fields are
completed:

> Fiscal Year: Transaction year

» Fiscal Period: Transaction month or period
» Obligation Status: Open
» Workflow Status: Approved
> From Date: Option to see list of Commitment issued from a particular date
> To Date: Option to see list of Commitment issued up to a particular date
Conimitmant Dsatail Raport IF¥I5 - TRAINMIRGG [METEYEE ﬂ

bl S

-
Tl Faed oy
ST ——
B B P
' fpamed T l—
ACE INATEE
 Canvaeert E
L 3 T ]
Hicrar: by Blbape €008 Fhomienis
Tarplee A T T
%
Lasu Qe
e B "
Ta [ n
-

Step 3. 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.

Commitment Detail Report

Criteria
* T
Fiscal Year Ev 2023 -

Fiscal Period

JuLy -
Commitment Status

Open -
Workflow Status

Approved -
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Step 4. Once the report is ready, a notification will be sent to the internal message, Click the (i) button to
display the Internal Messages.

commitment Betal Report
Int=rnal Messages

=N =N [ & ]
am L = o Vou b 1L b Mo .

Session Details

Step 5. Click the number of notifications in the Internal message to open the notifications. Then click the
link ID to open the details.
s ______________________________________________|

[+ ] 0 [ 2 ] =

cpmez ol
saked WA mam m sl adivn Tadie Breriag el T ale Calian lial

- e =.|

Step 6. Scroll down to the bottom on the screen for the details and click the link to the file to download
the report.

Internal Message

Body

Report ObligationsDetailReport With Report Server ID: ID:WIN-
AVHO2F8TMOV-65072-1689270692341-5:49:1:1:1 it is Ready

Send Email

Requires Action
Receive Read Notice
Receive Action Notice

Posting Date 57/7/2023 10:00:25
Reading Date

Due Date

Action Date

Attachments

Attachment Information File Name (Click to Download)

Title:ObligationsDetailReport ObligationsDetailReport-I1D:WIN-

By: AVHOZFBTMOV-65072-1689270692341 -
. . ., 5:49:1:1:1.X1LS

Beniamina an: 27/7/2023 - —

Kamariera Size: 37.4 KB

Step 7. Open the downloaded report. Listed Commitments from this report should be processed for
payment. Prepare the Payment Voucher for these Commitments, following the steps in section
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11.8 How to check if Commitment has a Payment Voucher already?

Answer1: Refer to Section 3.2 How to Monitor Commitments, step 6. If the Commitment Status is Closed, then
the Payment Voucher for the Commitment is already approved.

Commitment

KN S 5 KN

Status
Amount AUD | Clozad
Open

Answer2: Refer to Section 4.1.2 Commitment List by Number report, step 3. Total YTD Actuals: The Payment
Voucher Amount. If it is 0.00 that means that there is no PV yet for the Commitment.

Fag 2 W

Olbygetion 0| COMBINER L | Aol

Fbipy el o Hum | SE0 L rar plivn im Corn ey T':"'“':'I':“m Tatsd "';EW' Saniane: FC Tm'DMc_"”""" TW'HDEM'"' Vimiane D€
COMM.Z3. ” Trsrm: Haanlal Sunm Hoesee ko Ly Ubnes - -
GOMAE uou sz (aeaw N ot LT 000 40840 504
Lishigart o 1LY CUNM-E 3 4-0006- Tulsl Aneunt L 4D [
. ) 11 P -
"1'4'";::;3' [pates s |amsom :1::;::; 1 'I*;'_““ 1_.,’;;;?:’:;::-?&’;, Ciomas | ALE a1 1314 nm

Answer3: To check whether a PV that is not yet approved is already linked to the Commitment. Copy the
vendor code of the Commitment, then navigate the Payment Voucher, paste the Vendor Code copied in the
Payment Voucher Vendor field. Click the Search button and all PVs created for the Vendor is displayed. Click

the PV that has the amount same with the Commitment. Navigate the PV Line Item and check the Commitment
Number
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Paymeant Voucher

N =N  J el o

= Marration

T Line Iteims = Paymant Woedchar Payment Detals 1 Amtachiments
U | &
Select Serial Cormumitereenl Cormeril meend Comliog Bloak Mhesriplion Arriamni Tax Het A
Nurnber Tiem Alll Arranmi Arngsimi

AllD ALy

1 1 - 041101/ D000001/ZF0311,011 Cost of Mal nlics 2,17L.70 ] 2,171.70
slectrical bill and
seawages for the
month July

11.9 How to check if PR has a Purchase Order already?

Answer1: Refer to the Section 3.3 How to monitor Purchase Requisition, step 10 and 11. « Ordered Quantity
and Amount: when a value is available other than 0.00, this means that the PO assigned to the PR is already
approved.

Purchase ili.'ti:m I | | Ili | | i"ll" i "lI

Requisitien Then Mesoripriom Drap ordered  ordeied Receiwed  Roosued Reqpiesteod Requested  Tnwelced  Tossdosd Tis B Tiv R
Mumber Humber Mumber Quanlity  Quanlily wanlity  Crudnlily Cuanlily  Cruanlily Quantily  Quanlily R.-uuei\:ud R.er.ui'.:ud
Ansnt Amaunt Amaunt Aminnt Quantity  Cuaantity
AR
PR-£1-17 1 purchise of 1 SO0 ZAS GOC00D |3 CopoUn DR QOO0 3 aCa0c JAAA00A0 3a00Can 220000000 00000 DoQoaca
[l 3 witi
winlesn T
M
Teami I
all I3
and &
staff
Answer2: Refer to section 3.3 How to Monitor Purchase Requisition, step 5. ¢ Closed:. Either this is closed

by the user so the budget can be returned to the available balance, or the PR is already processed in Purchase
Order (PO)

Status

-
A
Preferred Vendor Closed
Open

Answer3: To check if the if a not yet approved PO is already assigned to the PR. Navigate the PR and go to the
line-item screen. If the Status of the Item is Assigned, it means that a PO is already created for the PR.
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Purchase Requisition

eJalelcolofelols]o

~
* Purchase Requisition Items * Suggested Vendors
ol
“

Attachments

Select Item Status Item Quantity Coding Block PO Assigned Unit Price AUD
Number Quantity

1 14111509 40.00000000 0101/1101/00000/91/229112/011 0.00000000 3.0038

2 24.00000000 0101/1101/00000/91/229112/011 0.00000000 7.4025

3 24.00000000 0101/1101/00000/91/229112/011 0.00000000 6.8963

5 100.00000000 0101/1101/00000/91/229112/011 0.00000000 0.5963

10.10 How to check if items in PO is already received and
inspected?

Answer: Refer to step 10 of section 3.4 How to monitor PO. *

Received Quantity and Amount: when a value

is available other than 0.00, this means that the Goods/Services Received Note (GSRN) for the PR is already

prepared

P Contract ToeEm

M, Mumber Mumber Quantity Cuantity Quantity Quantity  Quantity  Quantity Quantity Quantily Heceived Hecerved Invoiced Invoiced Dats
Al M Aancusn Arsunl Guantily  Quantily Gosnlily Quanlity Froam
AT AT
Fr 35 Muinlsraree 10000 93 N0 b1 H = T R (R HTHE n.000n RN HEELTH] NHERN] SNHERH] AR EE N H U T
[k w0 Het
alroan
Uulic

Description Drop

rdered  Ordered Recersed Receiwed

Retwrned Heturned Inwolosd  Invaiced

Tor B

Tiv B

To Be

10.11 How to check if Purchase Order has a Payment Voucher

already?

To Be

Answer1: When a PV is prepared for the PO, refer to step 10 of section 3.4 How to monitor PO. When a PV
Number is displayed in the screen displayed upon clicking the Progress button, then it means a Payment
Voucher is already created for the PO.

Delvery
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Answer2: The status of the PO is already in “Closed”. This means that the PV created for the PO is already
approved.

Purchase Order

( ojajesjojoje) o] S]0 )

[ View Mode |

I = Currency .
ALD

11.12 How to check if Payment Voucher is already paid?
Answer1: Go to the field “Paid Status”, if the status is already updated to YES, then the PV is already paid.

Payment Voucher

oJalefololelo

« Is Purchase Order Related Payment Voucher [ |

= is Prepaid

* Wendor

* Paid Stabus .

Answer?2: Go to the tab Payment Details. The Paid Column is checked.

Payment Voucher Repub

-~ — = FreeBalance Appl
"y ™
& [ O ] | G

rkatreata

Apnproveed Date 6 L 1 T
Harralon - i O Wt r
* Faymend Vouurer Lew [lems * Py ot 1 Allsclirienls
U
Seledcl Serial Payrmenl Peay el MetLbasl MPayinenl Relerence Pyrmertl Amasurnil Paymenl Amrounl
HMumher e [ake Mumber AlllY kL
1 B2 ¥ 2,400.00 .00

11.13 How to update transactions to current month.

Please note that the Commitment and Purchase Requisition is available for the Approver to edit. The
reason for this is that the PR and commitment is the data from source, this means there is no
prerequisite transaction. As for the Purchase Order, there is a need for the Approver to RETURN it IF
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the Fiscal Period is NOT EDITABLE to the user who prepared the PO. The reason for this is that edit
function is not available to the approver, it must be returned so that the user who prepared it is
informed and is accountable for the PO prepared.

11.13.1 Update Purchase Requisition
The validation message encountered in the Purchase Requisition is this.

Transition

Commitment (COMM-23-17-0086): Validation error has occurred

Error: Invalid Data. Please review all error messages to correct your data.

1 : Items (Serial Number 1): Distributions: Fiscal Period SEP has a status of 'Closed for Regular
Transacticns' that is invalid for this transaction
2 : Items (Serial Number 1): Distributions: Fiscal Period cannot be prior to the header's OCT

To proceed with the update, follow these steps.
Step 1. On the dashboard, with the list of PRs, click on one to approve.

User Dashboard

FraalkRIance ARPICATION &I

b ST U VRN EXETIIN =
S -
Spplcaiat i
[ ]
o Lycam Ayl 1T Frem Al Tow Candine Mode T Sace
(m] o S EL AT T Frammas Rt ] I - FY
o F) PR 1T JE— AT -
[N | & | PR 1T Eracen TASEATE -
u} [ ] PRG-I It MBI - v
Ldds Tamw

Step 2. Scroll all the way down to the Coding Block. Click it to open the Item Details.
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anprreerd iy
Approved Diage

Description Cosl ol Anglazke Uake Birg used by housefold Beting lor 14 days el
dlaim letter atlached

| T

Selece Ttem Status Irem Quantity Coding Block M Assignad Uit Price ALY
Huimber Quantity
v | i Cren 14.00000000 1706/5302/23023754/329912/044  0.00000004 70.0000

-
A K=

Step 3. Scroll all the way down and go to the PR Drops. Click the Open link. This will open the details.

“
; —
=T
Solect Drop Status Dhxlivey Dalivery Quantity M0 Assigned P Assigned Amount AL
Humber Date Mrom Date To Quantity Quantily
ﬂ 1 opEn 19fF02E 30082023 T, (R0 O_O0000000 O.00000000 SR0.00

Step 4. Change the month to the current month.

1

Status Op

* Fiscal Year FY 2023 >

« Fiscal Period SEPTEMBER -

~ Delivery Date From JANUARY
FEBRUARY

= Delivery Date To 2:&%“
MAY

* Quantity ;E?YE
AUGUST

PO Assigned Quantity tER
NOVEMBER

PD Assigned Quantity »-DECEMBER OO0

Step 5. Click on the Update button on the PR Drop screen.
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* Fiscal Year FY 20723 -

= Fiscal Period OCTORER -

= Delivery Date From 1/10/2023 =
= Delivery Date To 31/10/2023 E
* Quantity 1400000000

P Aszigned Quantity

000000000

PD Assigned Quantity

0.00000000
Amount AUD 88000
Total Amount ALUD 980,00

Step 6. Click the Update button on the PR Item screen.

7 bescription Caost of Anataake truck hire used for household listing for 14 days

* Purchase Reguisibon Dirogs

BN I KN i

Select Drop Status Delivery Delivery Quantity PO Assigned PD Assigned
NHumber Date From Date To Quantity Quantity
n 1 Dpen 1/10/2023 3141072023 1400000000 0.00000000 0.00000000

<

Step 7. Click on the Update button on the Purchase Requisition screen.

305

Amount AULY

980.00



SR
FreeBAalance

Cost of Anetaake truke hire used by household histing for 14 days refer claim
letter attached

Drescription

#“

t purchase Roquisition Ttems * gupggested vendars 1 Attachments
EN KN &
Select Tiem Slalus Tlern Quantily Coding Block P Assiggriesd Unil Price AL
Mumber uantity

n 1 Upen 1400000000 1706/3202723033/91/329112/011 0,00000000 F0.0:000

Step 8. Click OK on the displayed message.

User Dashboard f et

" apacfreebalance.com says

Code PR 2317 0074 updated

Step 9. Go to the Transition button and proceed with the approval.
Workflow Process Status )
Endorsed
Transition

Approve

M el = Mmoo
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Application Language

English -

Step Note

D

e

Any Unsaved work will be lost, Please use previous screen updale-bullon to updale onsaved Dala.

Step 10. Click Ok to complete the approval of the Purchase Requisition.

AW Fross Trarsss x

apac.freebalance com says

Wi kllorer Transitioe Exeouted

Step 11. Click the close button.

VROTIOAS SYDDELE 2PN x

. FreeBalance Applicaticn Suite a
Purchasc Requisition

el aleofJcjofs]ofs]o)

Hecuad min Mo

M

Step 12. Proceed with the next transaction.

e Caah=oord

Fursom Resuilon Weridine Maercim

Shap -

Appledion 0

n|

O Uptaln Ayydeakn 171 o e o Thopinm ek T lilp

- I N1 S C ] I FEALUA LS -

= 14851 7 Bl WAL -
O [EELR PR A Etaran] TWIIAnr -
O o | (LA T Erdoran) SANTEALLY -
Lzdda Cacd

Step 13. If the list of PR List screen is closed,
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Step 14. The number of pending tasks will be reduced in this screen.
User Dashboard

User Dxshiboard
Trarsachon Type Pending Tashs
Acczuniaizk AZvanog 12
Paymient Voscher 4%
Comrehmanm 1T
Furchasa Oroar 2
Purcrase Regulsban 5 I

11.13.2 Update Purchase Order

The validation message encountered in the Purchase Requisition is this.

Transition

Commitment (COMM-23-76-0035): Validation error has occurred

Error: Invalid Data. Please review all error messages to correct your data.

1 : Items (Serial Mumber 1): Distributions: Fiscal Period cannot be prior to the header's OCT

To proceed with the update, follow these steps.
Step 1. On the dashboard, with the list of POs, click on one to approve.
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FrESBAIANTE & CAaLran
User Dashboard e

i Mudgeting A Appropstions &

| Fucrses Orier Waarclow Cosnidine

AR w

AZpLRN 1L

| &

Updae Appicadorn O From Slage Tas; Doaacres Cuate ToEage

C @ POZLAT.0000 Forazssen IR -
| Fl PO2LAT000 ReAzwes o -
| A ¥ | QR PRy Torazwel iz -

- & | R P loEATReT (E O

Step 2. Scroll all the way down to the Coding Block. Click it to open the Item Details.

m Purchase Ordes sached nequisinens Arachments
“ m

Solect  Trem Purchase  TTeny Quiantity Coding Rlock Uinikt Brice Uinir Price Description Purchass Tiem
HNumnber  Order AUD rc Crreler Mumber
Inem AlLachied
Sranis Requisitians
u 1 psn aonlanzE SEINAEERED 7R g 1732 a1 1ol | R.alan Q.00 Dellversd meats PR-23-17
SECYCES HUKE]

Step 3. Scroll all the way down and go to the PO Drops. Click the Open link. This will open the details.

* Coding Block 1704/1101/00000/%1 /23141 £

* [escripbiamn
P Delivered meals services

&
T
Select Drop Purchase Delivery Delivery Quantity Amount AUD Amount FC
Number Order Date From Date To
Status
[ /] Open 1/8/2023 31/8/2023 5.00000000 432.50 0.00

1
\

Step 4. Change the month to the current month.
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Purchase Order

Purchase Order Items

Purchase Order Item Drop

Drop Number

Purchase Order Status

T
[yi]

Automatically Close Related Purchase Requisition Item Drop D

= Fiscal Year

FY 2023 v
= Fiscal Period SEPTEMBER A
= Delivery Date From JANUARY ‘
FEBRUARY
_ MARCH
Delivery Date To APRIL ‘
MAY
_ JUNE
Quantity JuLy ‘
AUGUST
) . SEPTEMBER
Received Quantity OCTOBER
NOVEMBER
Armanint ALINY DECEMBER
Step 5. Click on the Update button on the PO Drop screen.
* Flscal Perlod OCTORER -
* Delivery Dale From 1/10/20%23 E
* Dalivary Date To 3171072023 E
* Quantity 5.00000000

Received Quantity
Amaounk ALID

amount FC

Recelve Location

(v X ]

Step 6. Click the Update button on the PO Item screen.
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* Purchase Order Item Drops

KN KN =D ED

Select Drop Purchase Delivery Delivery Quantity Amount AUD
Number Order Date From Date To
Status
1 Open 1/10/2023 31/10/2023 5.00000000 42.50

Step 7. Click on the Update button on the Purchase Order screen.

m Purase der setaches Repistions | aacomenes
LN EED E5R

select  Lbem Purchass  Item iguantity Coding Ulock Upik Price AUL  Upit Price L Bescription
Mumber  Ordor
dvznn
Fal nm
ﬂ i fpen ane a1 ACE R T b et B b IR P s TR KR R LRl 00 Padivee] irsls
ETHER

O

Step 8. Click OK on the displayed message.

Amount FC

0.00

Furchase It=m

Order Muriber
Attached

Rerpuisilicns

PR-33-17- 1

il

apac.freebalance.com says
Code PO-23-17-0020 updated

Step 9. Go to the Transition button and proceed with the approval.

Furchase Order Worklow Status

Approval Requestad v

Workflow Process Status

Reviawad -
Transition
Approve -
Purchase Order &
Tvp Standard Services -
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Application Language
o A English -

Step Note

@ =s

Step 10. Proceed with the next PO to approve.
11.13.3 Update Commitment

s

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

The validation message encountered in the Commitment is this.

Commitment (COMM-23-17-0050): Validation error has occurred

Error: Invalid Data. Please review all error messages to correct your data.

1 : Items (Serial Number 1): Distributions: Fiscal Period cannot be prior to the header's OCT

To update the details of the Commitment, please follow these steps.

Step 1. On the dashboard, with the list of Commitments, click on one to approve.
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FISTUEIELE FEEisaL e

User Dashboard

il ¥ Mkgeling R Appuepmiaans F

b e @ik Sasalon
St -
piralion 1N

- [ET Apzhziban I 10an Sgs Taxk Mesalins Maks CET T

- @ [ PR R Fiskzasml 1730 -
O - (LAY TR Fiskzaswl 1P -
O & CORIM- 3507 TE Tistzrsstl NP0 -
» w COHM-F-7-DRAT Trutzreed {f (T B -

Step 2. Scroll all the way down to the Coding Block. Click it to open the Item Details.

Description Cost for 13 chopsuey and 13 container for SMM meeting
y
T
Select Serial Coding Block Amount AUD Amount FC Balance AUD
Number
1 1701/3101/23021/12/229899/011 110.50 0.00 110.50

Step 3. Scroll all the way down and go to the Distributions. Click the Month. This will open the
distribution screen.
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4

- Description Cost for 13 chopsuey and 13 container for

SMM meeting

Y

Distributions
T )

Select Fiscal Year Fiscal Period Amount AUD Balance AUD
2023 AUG 110.50 110.50

Step 4. Change the month to the current month.

Commitment

Commitment Item

Commitment Item Distribution

= Fiscal Year FY 2023 -
= Fiscal Period AUGUST -
" Status JANUARY I
FEBRUARY
) MARCH
Amount AUD APRIL l
MAY
JUNE
YTD Actual Amount AUD JULY
AUGUST
SEPTEMBER
Balance Amount AUD OCTOBER
NOVEMBER
DECEMBER

Step 5. Click on the Update button on the Distribution screen.
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Commitment Item Distribution

= Fiscal Yeoar

Fy 2023 -
* Fiscal Period OCTOBER -
= Status Open N
= Amount AUD 110,50

Y¥TD Actual Amount AUD

Balance Amount ALD

Step 6. Click the Update button on the Commitment Item screen.

Distributions

"o
Select Fiscal Year Fiscal Period Amount AUD
2023 OCT 110.50

(] x_

Step 7. Click on the Update button on the Commitment screen.
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1 Attachments
EN ER KB
Select Serial Coding Block Amount AUD Amount FC Balance AUD
Mumber
n 1 1701/3101/23021/12/229899/011 110.50 0.00 110.50

Step 8. Click OK on the displayed message.

apac.freebalance.com says

Code COMM-23-17-0050 updated

Step 9. Go to the Transition button and proceed with the approval.

Workflow Status Approval Requested -

Warkflow Process Status For Endoreement _

Transition
Approve -

- Commitment Type PO and Mon PO Commltrmer -
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User Dashboard

Warkfirw Frocess Transiban

Commitment

I ransithon

l Application L anguage English .

Shep Note

@@=

Step 10. Proceed with the next Commitment to approve.

"

Any Unsawved work will be lost, Please use previous screen update-button to update unsaved Data.

11.174 How to generate Trial Balance Report.
Step1: Go to Menu > General Ledger > Reports and click on IFMIS Trial Balance.
s et
Trial Salance Report
Account Analysis Detail Repart
Aecount Analysis Summary Report

Detail General Ledger Report:

Account Analysis Demil Summary Repor:

Subledger Regart

State Fund Cash Baok

Step 2: Filter the year, select the file type from the dropdown list and then click to generate.
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* Mscal vear 224

e ELHX - e a
=

Step 3: Click ok to generate report.

CFHLE Trinl Calareza

Step 4: Click information icon and check report in your internal message.

ZILEH HIdl FiE3adyes

You have 15008 New
Megsages.

Dashboard

Session Details

N nl eminine

Step 5: Check for ifmis report and open message to download report
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Salact Simtum Fram o
:| ™ tn-t 1irees s
1 [ ] Harkn e ] XS]
.| ™ 1n-1 lirgee?
_| - 1501 lifieEce
1 - Wamle P FERLI

11.15 What to do when error message shows upon closing
Commitment

When closing Commitments, it is important to check if there are other transactions (PV, PR/PO/GRN) that
are still linked to the said commitment. The screenshot below shows a sample error of a Commitment

that is linked to a Payment Voucher.

An unexpected error has occurred

26-02-0182

Obligation COMM-26-02-0188 item 1 cannot be closed because it is linked to the
following transaction(s) not in final stages of the workflow: Payment Voucher PV-

X
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For links to the Payment Voucher, the following are the steps to take:

Step 1. From the Menu, search for the indicated Payment Voucher No. in the error message.

Payment Voucher

[ Search Mode ]

Voucher Number PV-26-02-0182)

Fiscal Year

Step 2. Go to Transition field and choose ‘Cancel'.

Transition

Step 3. Click the Transition button, write your reason for cancellation on the Step Note field. then click
the Finish button.

Application Langueage )
b H English -

= Stap MNote
ep fo cancallad

o

Any Unsaved work will be lost, Please use previous screen update-button to update w
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Step. 4. Next is go to Commitment. Navigate to Commitment by clicking Menu > Budgeting and
Appropriations> Commitment

o > [ o ifrni'.'-lciril:-H.fi.Frn:'.l:'-|:mlﬂr1|:'|:".tr:|rr|.-"[:|r:n-ci.-"l".'&r'u:ﬂJ'l'hl rarmicesesk h:*ln;r|.1l|:'-.:-chfrr1|

Bualgyel Wir el

Marnage Support Enbities

loports

Budget Control

Budgyel Conbrol Redistribulion Voucher

Cnmmrmibmeent (1712)

Commmitrment Redistribuion

Step 5. Encode the Commitment Number as indicated in the error message, then click Find.

Commitment

[ Search Mode ]

Commitment Number

COMM-26-02-0188|

Ficcal Yaar

Step 6. Scroll down and change the status field from ‘Open’ to ‘Closed'.

= Status Open -

= Status Closed -
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v
Step 7. Click Update - button.

Step 8. A prompt will appear confirming the change request. Click OK.

ifmis-kiribati.freebalance.com says

These changes will create a change request. Do you wish to continue ?

Step 9. A system generated message will appear “Change Request for Obligation Created Successfully.”
Click OK.

ifmis-kiribati.freebalance.com says

Change Request for Obligation Created Successfully

11.16 What to do when error message shows upon closing
Purchase Order

Upon closing PO, and you encountered this error, follow the steps provided below.

Purchase Order (PO-26-18-0057): Validation error has occurred

Error: Invalid Data. Please review all error messages to correct your data.

1 : Purchase Order item 1 has already received 1.00000000 out of 1.00000000, it can only be
closed when paid.
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Step 1. Return GSRN first. Navigate to the GSRN module.

L

# > Purchasing >

Step 2. Click New.

Step 3. On the Note Type - select ‘Return’.

Note Type Receive -

= Purchase Order
Receive

= Fiscal Year

Step 4. Type the GSRN Number in the field G/S Receive Note Reference field. Once filled, the
corresponding PO no is pre-filled too.

= G/S Receive Nolte Reference GSRN-26-18-0055

Step 5. Click New from the Goods/Services Received/Rejected Note Details Tab.

* Goods/Services Received/Rejected Note Details At

N KN =R =D

Step 6. Highlight reason for rejections in the corresponding field.
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Rejections/Return Reason Cancel Receive Note -

Step 7. Click Save.

A new GSRN No will be generated by the system. Transition for Inspection. Then have it approved.

Next activity is to close Purchase Order.

Step 8. Navigate to Menu > Purchasing > Purchase Orders

<« - C 25  ifmis-kiribati.freebalance.com/prod/faces/fbFramesetTemplate xhtml

Purchasing
| Catalogue Item Price Projection
| Reports
| Support Entities
Blanket Purchase Orders

Goods/Services Receive Note

Purchase Requisitions

Standalone Purchase Order Rollover

Standalone Purchase Requisition Rollover
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Step 2. Type Purchase Order Number and Click Find.

Step 3. Scroll down and look for the Order Status field. The current status is indicated as Open. Now
select ‘Closed'.

= Order Status
Open v
Closed
= Currency
Order Status Closed -

Step 4. Click Update button.

ifmis-kiribati.freebalance.com says

These changes will create a change request. Do you wish to continue ?

To check, open the same PO# then check the status.
The Purchase Order is now on Closed status.
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