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1. Introduction 

1.1 Project Overview 

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

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

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

improved accounting/financial reporting. 

 

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

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

designed and configured to meet the business process requirements. 

1.2 Document Purpose 

The purpose of this document is to list down the following. 

● List of all the current business processes of Government of Kiribati detailing the procedures on 

how to record them in IFMIS. 

● 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 for the 

outer islands.  

● Steps on how to generate reports for use specifically for the outer islands. 

● List of processes done while the other outer islands are not yet using IFMIS. 

 

1.3 Intended Audience and Reading Suggestions 

This report is intended for consumption by  

• the island treasurers and island clerks  

• the Line Ministries processing the Department Warrant and the Commitments 

• the Examination Team of the Treasury MFED recording the Journal Vouchers for the other outer 

islands. 

• The Treasury MFED overseeing the Outer Islands IFMIS Go Live. 

 

2 IFMIS Users Accounts and Navigation 

 

Please read this before you start working in IFMIS. 

 

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

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

https://ifmis-kiribati.freebalance.com/prod/faces/login.xhtml 

 

https://ifmis-kiribati.freebalance.com/prod/faces/login.xhtml
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The Username and the Password shall be provided to each of the users.  

Logging in for the first time: 

 

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

123465 and click the Login Button or Press Enter. 

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

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

 

DO NOT SHARE YOUR PASSWORD WITH ANYONE. 

At times when users need to change their own password, the screen to do it is in Menu > Admin >  

System Security > Users > Change Password. It will bring the same change password screen. 
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The landing page is now available for the users.  

 

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

where you will navigate IFMIS. 

● Menu: When clicked, it will display all screen access allowed to the User 

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

●  Search: When clicked, it will display the search field where User can type the screen they 

are looking for. The navigation path will be displayed based on the typed screen name. 

●  Information: When clicked, it will display the Internal Message, Log in session details of 

the User and the Dashboard. 

●  Fullscreen: When clicked, it will make the IFMIS screen into full screen. To go back, click 

the escape key. 
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●  History: When clicked, it will display the list of screens last navigated and opened by the 

User 

●  Reports: When clicked, it will download the last report generated by the User. 

 

When the (i) Information button is clicked, the right side of the screen is displayed with the following 

screens. 

 

● Internal Messages: When the box for the internal messages is clicked, 

the list of notifications for the user is displayed. The Notifications include 

both the workflow messages pending for approval and the status of the 

reports generated. When the message is opened, a link is provided with the 

transaction number to drill down the details. 

● Dashboard: When the box is clicked, this will display the dashboard with 

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

User. 

● Session Details: Displays the user ID and the login session details of the 

User. 

● Logout: Button to logout from IFMIS 

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

 

3 Outer Island Processes and Island Codes 

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

Processing of Remittance Between Chests 

● Processing of Bank Transfer Voucher from Treasury Examination Team 

● Outer Island receiving of the RBC and recording it as Revenue Voucher 

● Outer Island entering a Payment Voucher for mutilated RBC bills. 

● Outer Island prepares request for Payment to return bills that are not stored in the RBC. 

Processing of Department Warrant related transactions 

● Receiving of Department Warrants from Ministry Headquarters. 

● Recording of Commitments by the Ministry Headquarters. 

● Enrollment of Vendors that are not yet existing in IFMIS including updating of Vendor Bank 

Accounts. 

● Updating the Vendor of the Commitment when needed 

● Preparation and authorization of Payment Vouchers from Commitments. 

Processing of Social Benefit Payments 

● Receiving of Department Warrants from Ministry of Women, Youth, Sports and Social Affairs 

(MWYSSA) 

● Recording of Commitments by MWYSSA 
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● Recording of Payment Voucher for Social Benefit by Island Treasurer. 

Processing or Freight Refunds 

• Recording of Commitment for Freight Refunds by Island Treasurers 

• Recording of Payment Vouchers for Freight Refunds by Island Treasurers 

Processing Copra related transactions 

• Recording of Commitment for Copra Subsidy by Island Treasurers 

• Recording of Payment Vouchers for Copra Subsidy by Island Treasurers 

Processing of POSMO related transactions 

• Recording payments for POSMO by Island Treasurers 

• Recording Collections for POSMO by Island Treasurers 

Processing of EFT POS 

• Recording payments for EFT POS by Island Treasurers 

• Recording Collections for EFT POS by Island Treasurers 

Processing of SB 25 related transactions 

• Recording payments for SB 25 by Island Treasurers 

• Recording Collections for SB 25 by Island Treasurers 

Processing TELMO Salary 

• Prepare Payment Voucher for TELMO Pay Agent Payment Listing 

• Recording of Unclaimed TELMo Salary Payments 

Monthly Reporting 

● Extended Account Inquiry 

● Detail General Ledger Report 

● Account Analysis Report 

The following are the islands codes used in IFMIS. 

●  

 

3.1 Processes related to Remittance Between Chest (RBC) 

Remittance Between Chest (RBC) processes has two parts- (1) Process for RBC (Outward from 

Treasury) and (2) Process for RBC (Inward to Treasury).  
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RBC (Outward from Treasury) is initiated from the Treasury from the Freight Section. The process 

creates Vouchers to record the transfer of funds to the Outer Island RBC. This process is part of the 

Procedures Manual for Treasury and not part of this document. However, the process diagram and 

process description are given in the ensuing paragraphs for reference. 

The process flow diagram is provided below: 

 

The process description for RBC (Outward from Treasury) is as follows: 

1. Freight Section, Treasury prepares Payment Voucher (PV) 

2. Treasury Approvers authorize PV 

3. Treasury Approvers approve PV 

4. Freight Section, Treasury prints Cheque 

5. Freight Section, Treasury encashes Cheque 

6. Freight Section, Treasury sends Cash to Outer Island 

7. Island Asst. Accountant/ Accounts Officer receives Cash 

8. Island Asst. Accountant/ Accounts Officer prepare Revenue Voucher (RV) 

9. Island Council Clerk authorize RV 

10. Exam Section, Treasury reviews RV 

11. Treasury Approvers approve RV 

 

RBC (Inward to Treasury) is initiated from the Island Councils. The process creates Payment Vouchers 

to record RBC Mute (mutilated currency notes) and RBC Return (excess physical cash) from the Outer 

Island RBC.  

The process flow diagram is provided below: 
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The process description for RBC (Inward to Treasury) is as follows: 

1. Island Asst. Accountant/ Accounts Officer prepares PV for RBC Mute or RBC Return 

2. Island Council Clerk authorizes PV 

3. Exam Section, Treasury Approve PV 

4. Island Asst. Accountant/ Accounts Officer sends Cash to Treasury 

5. Exam Section, Treasury receives Mute Bills or Returned RBC 

6. Revenue Section, Treasury prepares RV for Mute Bills or Returned RBC 

7. Revenue Section, Treasury reviews the RV 

8. If  

a. the RV amount is more than AUD 500,000, Treasury Approvers approve the RV 

b. the RV amount is less than AUD 500,000, Revenue Section, Treasury approve the RV 

9. Revenue Section, Treasury deposits the Cash in Bank 

10. If 
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a. Bank accepts the deposit, process ends 

b. Bank does not accept the deposit,  

i. Exam Section, Treasury prepare Journal Voucher (JV) 

ii. Exam Section, Treasury reviews JV 

iii. Treasury Approvers approve JV 

The entries for PV, RV and JV are given in Section 3.1.2.  

 

3.1.1 How to record the receipt of RBC 

The RBC Transaction using Payment Voucher from Treasury will create a Journal Voucher as follows 

 Debit: 1702/1101/00000/island code/621221/000 – Cash in Transit (Domestic) 

 Credit: 1702/1101/00000/island code/621231/000 – No. 1 Bank Account 

When the Revenue Voucher is entered for the receipt of the RBC Cash, the Journal Voucher generated 

for this is as follows: 

 Debit: 1702/1101/00000/island code/621212/000 – State Fund 

 Credit: 1702/1101/00000/island code/621221/000 – Cash in Transit Domestic 

Receiving of this document and recording it in IFMIS is a task to perform by the Outer Island Assistant 

Accountants & Account officers. 

To record the receipt of the Cash for the RBC, follow these steps. 

Step 1. Navigate the Menu. 

 

Step 2. Select the Revenue Management. 
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Step 3. Click on the Revenue Voucher. 

 

Step 4. Click the New button. 

 

Step 5. Click the Lookup button on the Institution and select the correct institution. I.e institution for 

North Tarawa is 17NT. 
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Step 6. Click the Find Button on the displayed screen. 

 

Step 7. Click to select the Institution. 
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Step 8. Select the “Receipt of RBC Cash” from the dropdown list. 

 

Step 9. Enter the name of the Treasury Employee name received from. 

 

 

17NT 

RBC OFFICER NAME 
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Step 10. Select to complete the followings and then click on the Look up button on the Bank Account. 

 

 

 

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

 

Step 12. Click to select the State Fund. 
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Step 13. Enter the narration of the transaction and then click the new button. 

 

Step 14. Enter the Description, the amount received and then click the Elements View to add the 

accounts. 

 

 

Step 15. Complete the details below. 

Name of RBC Officer, PV#, Delivery Date, & Island Name 

Name of RBC Officer, PV# & Delivery Date, 

Island Name 
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Step 16. The selected codes are now saved. Click the Save and Return button. 

 

Step 17. Click on the RV Payment Detail tab. 



 

20 

FreeBalance Confidential 

 

Step 18. Click the New button. 

 

Step 19. Complete the details below and then click the Save and Return. 

Name of RBC Officer, PV# & Delivery Date, Island Name 

 

Name of RBC Officer, PV# & Delivery Date, Island 

Name 
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Step 20.  Click the Attachments,  Click the  New Button, update the necessary details  then Click the Save 

and Return Button.

 

PV# 

Name of RBC Officer, PV# & Delivery Date, Island Name 
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Scan PV copy & signed Delivery form 

Scan PV copy & signed Delivery form 

Scan PV copy & signed Delivery form 

Scan PV copy & signed Delivery form 



 

23 

FreeBalance Confidential 

Step 21. Once all is complete, click the Save button. 

 

 

 

Step 22. Click Ok on the displayed message. The number displayed is the generated number for the 

Revenue Voucher.  

 

 

 

 

 

 

 

Name of RBC Officer, PV# & Delivery Date, Island Name 
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Step 23. Go to the field Transition and select the “For Authorization” from the list. 

 

Step 24. Click the Transition button. 
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Step 25. Click the Finish button to complete the transition. 

 

Step 26. Click Ok on the pop-up message. 
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Step 27. The status of the RV is now updated. To check the assigned user who will authorize the RV, click 

on the Workflow History button. 

 

 

3.1.2: How to approve RV Receipt. 

 

Step 1: To approve the RV Receipt, the Island Clerk is to check his/her internal message/dashboard. 
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Step 2: Search for the RV# and open to view.  Find the transition field and select “Authorize by Line 

Ministry”.  

 

 

Step 3: Click transition button. 

 

 

 

Step 4: A transition tab will pop up, click to complete the transition.  

 

 

(Review and Approval will be the Examination Unit (Treasury).) 
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3.1.2 How to record RBC Mute/ or RBC Return 

RBC Mute are bills that are mutilated and can no longer be used. These bills are collected by the Outer 

Island Council and returned to the Treasury. They are sent back along with the State Fund Return 

through the post office at the end of the month. These bills are taken back to Tarawa and is recorded by 

the Revenue Team as collection. It will be part of the deposit to the Bank Accounts in ANZ.  The 

transaction for this process is for Outer Island to create a Payment Voucher 

 Debit: 1702/1101/00000/island code/621221/000 – Cash in Transit (Domestic) 

 Credit: 1702/1101/00000/island code/621212/000 – State Fund   

And the deposit will be done by Revenue Team of MFED recording  

 Debit: 1702/1101/00000/island code/621231/000 – No 1. Bank Account 

 Credit: 1702/1101/00000/island code/621221/000 – Cash in Transit (Domestic) 

When the Bank rejects the deposited RBC Mute, then the Examination Team will record a Journal 

Voucher recognising the expense 

 Debit: 1702/1101/00000/island code/282112/000 – Bank Charges 

 Credit: 1702/1101/00000/island code/621231/000 – No 1. Bank Account 

Debit: 1702/1101/00000/island code/621273/000 - Salary Advances (Subledger – Island 

Treasurer’s employee code) 

Credit: 1702/1101/00000/island code/621231/000 - No.1 Bank Account 

RBC Returns are bills that cannot be stored in the Remittance Between Chest due to insufficient space. 

The bills are not stored outside of the Box, so the Outer Island Treasurer returns it to the Examination 

Team. Returning the bills will be recorded as a Payment Voucher. 

 Debit: 1702/1101/00000/island code/621221/000 – Cash in Transit (Domestic) 

 Credit: 1702/1101/00000/island code/621212/000 – State Fund   

And the deposit will be done by Revenue Team of MFED recording  

 Debit: 1702/1101/00000/island code/621231/000 – No 1. Bank Account 

 Credit: 1702/1101/00000/island code/621221/000 – Cash in Transit (Domestic) 

 

The following are steps in recording the Payment Voucher for the RBC Mute or RBC Returns. 

Step 1. Navigate the Menu > Expenditures > Payment Voucher. The Payment Voucher is displayed by 

defa0ult at Search Mode. 

 

Step 2. Click the New button. 
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Step 3. Select the applicable classification from the dropdown list. 

 

Step 4.  Enter the Institution code in the Accounting Office. 
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Step 5. Validate of the following default data. 

20602 

Accountant General 

Not required – pay cash 
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Step 6. Enter the Narration and click the New button. Enter the Narration based on the Classification. If it 

is for Mute or for Returns. 

 

NOTE: Please use the standard narration 

“RBC Mute summary: $50/2=$100, $20/2=$40”  

This narration should be standard in all RBC Mute Transactions 

 

 

 

 

Step 7. Enter the amount and click on the coding block element’s view. 

RBC Mute for August Makin 

RBC Mute, Month & Island Name 

621212-30 
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Step 8. Add the Location Code for the RBC Mute detail then click the Save and Return. 

 

 

Step 9. Click the Save and Return on the PV Line Item. 
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Step 10. Go to the Tab Payment Details. 

 

 

 

Step 11. Click on the Item Number 

 

Step 12. Update the details necessary then click the Save and Return button. 

RBC Mute for August Makin 
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Step 13. Go to the Tab Attachments, Click on the New Button and update the necessary details, then 

Click the Save and Return Button. 

 

 

 

Makin 
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Step 14. Click the Save button. A message is displayed with the PV Number.  

 

RBC Mute for Sept 2025 Makin 
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Step 15. Navigate to the Transition field of the screen and select the “Request for Authorization" from 

the dropdown list then.  

 

Step 16. Click the Transition button.  

 

Step 17. 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. 

 

How to approve PV 

Step 1: Open dashboard and go to payment voucher 
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Step 2: Open the correct PV from the payment voucher dashboard 

 

 

Step 3: Validate and then select the  “Authorize by Line Ministry” 
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Step 4: Transition to complete. 
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(Once completed from the Island Clerk, it will go to Examination Unit for Final review/approval/reject) 

3.2 Processes related to Department Warrants 

Department Warrant (DW) are for the expenses of the Line Ministries that are to be paid to the Outer 

Islands. The DW is prepared in the Line Ministry Headquarters as an authority given to the Island Council 

to pay expenses on their behalf. The types of DW are:  

1. Line Ministry employees travel expenses to outer islands i.e. outer island accommodation, car 

rent, Motorbike Rent, boat rental, catering, fuel, sitting allowance, etc. 

2. Outer island land lease. 

3. Expenses authorized by MWYSSA e.g.: Commitment for Overtime for Council Employee 

4. Salaries for Outer Island workers (Authorized by Ministry) i.e. casual labours, preschool teachers 

in outer islands. 

5. Allowances for government employees stationed in outer island (island council employees not 

on payroll) i.e. magistrate allowance (sitting allowance, transport), charge allowance    

6. Other operational budget (Fisheries Assistant (FA), Police, etc.) 

The process flow diagram is provided below: 
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The process description for Department Warrants is as follows: 

1. Line Ministry Headquarters Accounts prepare Department Warrant (DW) 

2. Line Ministry Headquarters Approver authorize DW 

3. Treasury Approvers approve DW 

4. DW generated in IFMIS 

5. Line Ministry Headquarters Accounts confirms vendor name from Island Council 

6. Register a new Vendor if the vendor of the Commitment is not in IFMIS (refer to vendor creation 

process) 

7. Based on confirmed vendor name Line Ministry Headquarters Accounts prepare Commitment  

8. Line Ministry Headquarters SA endorse commitment 

9. Line Ministry Headquarters Approver approve commitment 

10. Commitment generated in IFMIS linking the DW 

11. The respective Line Ministries print the DW and Commitment and send them with the Travelling 

Officer (optional) 

12. Island Asst. Accountant/ Accounts Officer views DW and Commitment in IFMIS 

13. If the Vendor is incorrect,  
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a. Island Asst. Accountant/ Accounts Officer inform Line Ministry Headquarters to reissue a 

new commitment with correct vendor 

b. Line Ministry Headquarters Accounts cancels the old Commitment and issues new 

Commitment (follow step 5 to 10 above)   

14. If the Vendor is correct, Island Asst. Accountant/ Accounts Officer prepares the Payment Voucher 

(PV) in IFMIS 

15. Island Council Clerk authorize the PV in IFMIS 

16. Treasury Approvers approves the PV 

17. If the PV is unclaimed (Unclaimed DW), follow RV Process with respective island code (the steps 

are provided in Section 3.6.1 How to record Revenue Voucher)   

 

Please note the following for Social Benefits payments: All the process is same as above except  

1. Island Asst. Accountant/ Accounts Officer records Unclaimed Benefits in IFMIS within 3 working 

days from the date of the Social Benefits Payout. (Refer to Section 3.6.1 How to record Revenue 

Voucher). Island Asst. Accountant/ Accounts Officer to attach the Unclaimed Benefit list with the 

RV. The scanning of documents MUST be done in the lowest available resolution in the 

scanner and then further compressed using PDF compressor.  

 

3.2.1 How to print the Department Warrants from Ministry Headquarters 

If the DW is received from the line Ministry via email or handed over by the Travelling Officer, then, the 

island council staff can skip this process. If the instruction is to check the DW in IFMIS and a DW Number 

is given, then follow these steps. 

To print it, follow these instructions. 

Step 1. Navigate the Menu > Budgeting and Appropriation > Reports > IFMIS Warrant Documents. 

 

Step 2. The filter screen is displayed below. 
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Step 3. Provide the details of the filters. 

 

Step 4. Once filters are completed, click the Generate Report button.  
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Step 5. Click Ok on the displayed message. 

 

Step 6. Click the (i) to go to the Internal Messages. 
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Step 7. Click the Internal messages to display the notifications. Click the Linked ID of the notification to 

open the details. 

 

Step 8. Scroll to below the page and click the link of the downloaded report. 

 

Step 9. The Department Warrant report is this. 
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3.2.2 How to print the DW Commitment report 

If the Commitment is received from the line Ministry via email or handed over by the Travelling Officer, 

then, the island council staff can skip this process. If the instruction is to check the Commitment in IFMIS 

and a Commitment Number is given, then follow these steps. 

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

 

Step 2. Click on the Generate Report (pdf) button. The form will be downloaded ready for viewing 

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

 

3.2.3 How to manage Vendor in IFMIS 

3.2.3.1 How to create/enroll New Vendor/s. 

In case where the Vendor is not yet existing in IFMIS, the users can create a new vendor in IFMIS. Once 

the vendor is enrolled, it is subject for approval. Make sure that the Vendor Bank Account documents 

are attached to the Vendor.   

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

 

Step 2. Click the New button. 
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Step 3. Enter the Name and 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. 
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Step 5. Click the New button in the Bank Account 

 

Step 6. Provide details on the Bank, Bank Branch, Currency, Account Number and Account Name. 

 

Step 7. Click the Save and Return when the bank details are completed. 
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Step 8. To add the Address information, follow procedures defined below. 

- Click on the Address tab and click New. 

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

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

 
- Enter the full address of the Vendor along with the PO Box. 
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- After all the details are indicated, click the Save and Return button to go back to the main screen. 

 
 

Step 10. Add the Vendor Contact Information. 

- Click on the Contact tab and click New. 

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

type. 

 
- 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 

 
 

 

 

 

 

 

 

 

 

 

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

screen. 
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- Do the same process in adding a new Contact information. 

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 the 

vendor entered is an Employee, leave the information as it is. 

 

 

 

 

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

right 
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Step 12. Before saving, ensure to Attach the scanned Transaction form to support the request made. 

- Click on the Attachment tab and click New. 

 
- Define the Attachment Title and Description 

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

screen. 

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

 

 

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 

button.  
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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.  

 

3.2.3.2 How to add new bank account for Vendors 

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

edit. And click on the + on the Bank Account. 
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Step 2. Add the details below then click the update and return button. 
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Step 3. Go to the attachment tab to add the bank details of the vendor 

 

Step 4. Click the New button 
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Step 5. Provide the details as necessary then click the Save and Return button. 

 

Step 6. Click on the Update button.  
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Step 7. Click Ok on the message displayed. 

 

Step 8. 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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Step 9. Click on the Change Request button to see the status of approval of the Changes made. 

 

Step 10. 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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Step 11. The list of the Users assigned are displayed. The follow up can be made to these users.  

 

3.2.4 How to update the Vendor of the Commitment 

At the time of preparation of Commitment by the Divisions in the Line Ministries, some 

supplier/vendor/beneficiaries may not yet be finalized and identified. For any changes in the vendor, the 

Commitment vendor should be changed BEFORE processing the Payment Voucher. 

 

Changing of the Commitment Vendor can be done by the Line Ministry Divisions if they are able to 

identify the Vendor. If the final Vendor is identified in the Outer Island, then the Island Treasurer will 

update the Vendor of the Commitment. 

 

To change the vendor, follow these steps. 
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Step 1. Search for the Commitment number from the Commitment Report presented. Then click the 

Lookup button on the Vendor Field. 

 

Step 2. Provide the new *Vendor Name* and then click the Find button. 
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Step 3. Click to select the new Vendor from the list. 

 

Step 4. The New Vendor code is saved in the Vendor Field. 

 



 

65 

FreeBalance Confidential 

Step 5. Click the Update button. 

 

Step 6. Click Ok on the displayed message to confirm the changes made in the Commitment. 

 

 

3.2.5 How to record Payment Voucher for DW related expenses 

 

To record Payment Voucher from commitment, follow these steps. 
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Step 1. Navigate the Menu > Expenditures > Payment Voucher. The Payment Voucher is displayed by 

default at Search Mode. 

 

Step 2. Click the New button. 

 

Step 3. Select the “State Fund DW” from the dropdown list. 
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Step 4.  Enter the Institution code in the Accounting Office. PS: Make sure to select your Accounting 

Office. 

 

 

Step 5. Click on the Lookup button to go to the Vendor screen.  

 

Step 6. Click the Find  button; this will display the list of Vendors to select from.  

 

 

Step 7. Click to select the appropriate Vendor. Once selected, the code of the selected is displayed in the 

field. 

 
 

Step 8.  Make sure that the Bank Account Number of the Vendor is set on “Not Required, Pay Cash”. 
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Step 9. Enter the Customer name  & Claim Date in Invoice/Claim Number and Date in Invoice/Claim 

Date   

 
Step 10. Select the applicable payment by Fund Type from the list. Recurrent or development budget 

related payments. 

 

Step 11. Make sure to select the correct Treasury Bank Account. Please note that each island has each 

own Treasury bank account.  

Customer name & Claim date 
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Step 12. Enter the Name of Customer, Payment Details with periods involved, Commitment Number 

& Island Name; and DW number in the  Narration.  Please use the example provided in the Narrative 

field below. Then click the Import Commitment Button.

 

Step 13. Click the Import Commitment Item  

Teretia Ioane – Payment of motorbike hire for periods 

12/09/25-25/09/25. Comm-25-08-001 North Tarawa, WSVV-25-

17-1234 
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Step 14. Click the Search button. 

 

Step 15. Click to select the Commitment to pay. 

 

Step 16. Go to Attachment Tab and click New Button 
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 NOTE: The attachment depends on types of claims: 

1. Claim letter – a certified claim letter 

2. Allowances – attendance 
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Step 17. Navigate to the Transition field of the screen and select the “Request for Authorization" from 

the dropdown list then.  

 

Step 18. Click the Transition button.  

 

Step 19. 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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3.2.6 Important Steps for DW-Payment Voucher. 

 

Note: Once the PV is created and authorized, please print the pv report and make sure that the 

customer signed it.  Kindly attach the signed PV report and uploaded/attached it to the PV on the 

system.  

 

Step 1: Go to PV screen and search for the PV number you have created and click find. 

 

 

 

Step 2: The PV details will show; check that it is the correct pv and then click PDF to download the report. 

A pdf report will be downloaded.  
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Step 3: Check your download file on your computer.  The PV report looks like this: 
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Step 4: On the hardcopy of the PV PDF, please ensure that the customer/payee signed confirming that 

he/she has received the cash.  Once the customer(s) have signed the pv document, make sure to scan 

and attach that copy to the PV screen on ifmis.  
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Step 5: Go back to the PV screen, look up the concerned PV and attach the pv document that the 

customer has signed.  
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Step 6: populate the title and description and choose the correct scanned pv document. When done click 

 

 

 

 

Step 7: Click update after saving the attachment. 
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The next transition will be reviewed and approved by Treasury. PS: Please note that pv’s with no signed 

documents by the customer will be on hold.  

3.3 Processes related to Freight Refunds 

Freight Refunds paid in the outer islands are reimbursement of freights paid for by the Vendors, 

Communities, Individuals and organizations. As part of this freight is subsidized by the Government of 

Kiribati, these freights are refunded to the claimants through the Outer Islands.  

The supporting documents for Freight Refund to be submitted by the claimants to the island council to 

process the Freight Refunds are the follows: 

1. Registered businesses submit documents to island council. -Only for islands 

a. Original Freight Application Form- Signed by the Claimant 

b. Original Shipping Receipt must be stamped from the shipping company 

c. Original Bill of Lading must be stamped from the shipping company 

d. Original Invoice from the Suppliers 

2. Religious Bodies - submits documents to island council. -Only for islands 

a. Original Freight Application Form- Signed by the Claimant 

b. Original Shipping Receipt must be stamped from the shipping company 

c. Original Bill of Lading must be stamped from the shipping company 

d. Original invoice from the Suppliers 

e. Original Letter from the head of the church 

3. For Individuals/Community - submits documents to island council. -Only for islands 

a. Original Freight Application Form- Signed by the Claimant 

b. Original Shipping Receipt must be stamped from the shipping company 

c. Original Bill of Lading must be stamped from the shipping company 

d. Original invoice from the Suppliers 

e. Original Letter from Member of the Parliament, stamped and certified by the court clerk 

The process flow diagram is provided below: 
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The process description for Freight Refunds and Copra Payments is as follows: 

1. Freight Section prepares DW for Freight Refunds or Copra Payments 

2. MFED Accounts/ MFED SRO authorizes the DW 

3. Treasury Approvers approves the DW 

4. DW generated in IFMIS 

5. Treasury Freight prepare Commitment  

6. MFED Accounts endorse commitment 

7. Treasury Approvers approve commitment 

8. Commitment generated in IFMIS 

9. Vendors submit all supporting documents (as detailed above) for Freight Refunds to the Island 

Council 

10. Based on the supporting documents, Island Asst. Accountant/ Accounts Officer prepares the 

Payment Voucher (PV) in IFMIS 

11. Island Council Clerk authorize the PV in IFMIS 

12. Treasury Approvers approves the PV  

13. If the PV is unclaimed, raise a RV to reverse the expenditure within 3 days following RV Process 

with respective island code (the steps are provided in Section 3.6.1 How to record Revenue Voucher)   

 

3.3.1 How to record Payment Vouchers for Freight Refunds. 

Step 1. Navigate the Menu > Expenditures > Payment Voucher. The Payment Voucher is displayed by 

default at Search Mode. 
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Step 2. Click the New button. 

 

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

 

Step 4.  Enter the Institution code in the Accounting Office. 

 

Step 5. Validate of the following default data. 
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Note: Make sure that the Payment Mode by Fund Type is “Recurrent Budget – Payment”. 

 

 
 

Step 6. Enter the Narration and click the New button.  
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Step 7. Click the Search button 

 

Step 8. Click to select the Commitment to pay. 

 

 

Step 9. Click the Save button. 
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NOTE: The attachment for the copra & Freight refund Payments 

1. Freight – Freight documents with refund form 

 

 

 

 

 

 

 

Step 9. Navigate to the Transition field of the screen and select the “Request for Authorization" from 

the dropdown list then.  

 

Step 10. Click the Transition button.  
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Step 11. 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. 

 

 

3.4 Processes related to POSMO, SB 25 and EFT POS 

POSMO Transactions recorded in the outer islands are payments and collections made by the 

customers. These are postal money orders made by any customers to receive money or send money 

through the money available in the Island Council.  

SB25 Transactions recorded in the outer islands are payments and collections made by Customers to 

their Bank accounts.  

EFT POS Transactions recorded in the outer islands are payments and collections made by Customers 

to their Bank accounts.  

The process flow diagram is provided below: 

 

The process description for POSMO, SB 25 and EFT POS are as follows: 

1. Customers go to the Island Council to  

a. withdraw or deposit from their account (EFT POS and SB 25) 
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b. either send out a payment to recipient in another island or in the capital, or to receive 

money sent to them by senders (POSMO pay or POSMO issue) 

2. Process external to IFMIS 

a. POSMO 

i. Island Asst. Accountant/ Accounts Officer process the payments and collections 

through the POSMO system. 

ii. Island Asst. Accountant/ Accounts Officer issues POSMO paid and receipt slip to 

the customer coming from a printout in POSMO system. 

b. SB25 

i. For Account withdrawals, the customer fills out a withdrawal slip, submits to the 

Island Council.  

ii. For Account Deposits, the customer fills out a Deposit slip and submits to the 

Island Council together with the amount that they are depositing.  

iii. Based on the transactions made, the passbook of the customer is updated. 

c. EFT POS 

i. For Account withdrawals, the customer swipes their bank card, the printout of 

the POS is issued to the Customer. The Island Treasurer printout the EFT POS 

Settlement.  

ii. For Account Deposits, the POS receipt or the signed list is submitted to the Island 

Council with the money deposited by the Customers.  

3. For payments and receipts 

a. Island Asst. Accountant/ Accounts Officer enters  

i. For POSMO Payments and POSMO Issue (Receipts), a summary or pay to others 

Journal Voucher (JV) in IFMIS at the end of the day. JV classification should be 

‘State fund POSMO’ 

ii. For SB25, a JV in IFMIS at the end of the day as a summary or pay to others based 

on the details of the withdrawal slip and deposit slip. JV classification should be 

‘State fund SB25’ 

iii. For EFT POS, a pay to others JV in IFMIS based on the summary of payments and 

customer deposits made during the day. JV classification should be ‘State fund 

EFTPOS’ 

b. Island Council Clerk authorizes the JV 

c. Exam Section reviews the JV 

d. Treasury Approvers approves the JV 

 

3.4.1 How to record SB 25, EFTPOS and POSMO Receipts and Payments 

To record the Payment and receipts, follow these steps. 

Step 1. Navigate the Menu > General Ledger > Journal Vouchers. The Journal Voucher is displayed by 

default at Search Mode. 
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Step 2. Click the New button. 

 

Step 3. Current Fiscal year, fiscal period and voucher date will automatically be inserted, then you need 

to insert your Accounting office. 
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Step 4.  Click the lookup button shown below 

 

Step 5. Click Find Button 
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Step 6. Scroll down and click on your respective island. 

  
Step 7.  Then, select classification according to the transactions; 

 SB25 – State fund SB25 

 EFTPOS – State fund EFTPOS 

 POSMO - State fund POSMO 
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Step 8. Enter the Narration 

Please note the following narrations: 

For SB25 – “SB25 withdrawal and deposits for (date), island name” 

For POSMO – “POSMO - issue and paid (Island Names) (Transaction Date)” 

For EFTPOS – “EFPOS withdrawal and deposits for (Date) and (Island name)” 

 

 
Step 9. Completing the journal voucher line items. 

 

9.1 SB25 Journal voucher line items. 

 

9.1.1 SB25 withdrawal: 

 

9.1.1a Click the new button. 
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9.1.1b Then Click Elements View button 

 

9.1.1c, Complete the Debit coding blocks fields and click save and return button. 

Sub head – 1702 

Funding Agency – 1101 

Projects – 00000 

Location – island code 

NAC – 621231 

COFOG - 000 

 

9.1.1d Then enter the following: 

sub-ledger code: 621231 

Description: withdrawal - SB, first three letters of the island, SB number, transaction date. 

Debit Amount: Total of SB25 withdrawal. 
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9.1.1e Fill in the Transaction Number as follow “W-SB#,First three letters of the island,date”. Then 

click the save button. 
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9.1.1f Click new button again 

 

9.1.1g Then Click Elements View button 

 
 

9.1.1h Complete the credit coding blocks fields and click save and return button. 

Sub head – 1702 

Funding agency – 1101 

Projects – 00000 

Location – island code 

NAC – 621212 

COFOG - 000 
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9.1.1i Then enter the following: 

Description: withdrawal - SB, first three letters of the island, SB number, transaction date. 

Credit Amount: Total of SB25 withdrawal. 
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9.1.1j Then click the save button. 

 

9.1.2 SB25 Deposits 

9.1.2a Click the new button. 

 

9.1.2b Then Click Elements View button 

 

 

 



 

95 

FreeBalance Confidential 

9.1.2c Complete the Debit coding blocks fields and click save and return button. 

Sub head – 1702 

Funding Agency – 1101 

Projects – 00000 

Location – island code 

NAC – 621212 

COFOG - 000 

 

9.1.2d Then enter the following: 

Description: Deposits - SB, first three letters of the island, SB number, transaction date. 

Debit Amount: Total deposited amount for SB25 
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9.1.2e Then Click ‘Save and Return Button’. 

 

9.1.2f Click new button again 

 

9.1.2g Then Click Elements View button 
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9.1.2h Complete the Credit coding blocks fields and click save and return button. 

Sub head – 1702 

Funding Agency – 1101 

Projects – 00000 

Location – island code 

NAC – 621231 

COFOG - 000 

 

9.1.2i Then enter the following: 

Subledger code - 621231 

Description: Deposits- SB, first three letters of the island, SB number, transaction date. 

Credit Amount: Total deposited amount for SB25. 
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9.1.2j Fill in the Transaction Number as follow “D-SB#,First three letters of the island,date”. Then click 

the save button. 

. 

The four-line items show the completed recording of SB25 withdrawal and deposits. Then you need to 

upload scan copies as attachments. Continue to step 10 
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9.2 EFTPOS Journal Voucher line items. 

9.2.1 EFTPOS Withdrawal 

JVs for EFTPOS withdrawal will be generated for each EFTPOS Transaction. 

9.2.1a Click the new button. 

 

9.2.1b Then Click Elements View button 

 

9.2.1c, Complete the Debit coding blocks fields and click save and return button. 

Sub head – 1702 

Funding Agency – 1101 

Projects – 00000 

Location – island code 

NAC – 621237 

COFOG - 000 
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9.2.1d Then enter the following: 

Subledger code: 621237 

Description: withdrawal - Batch #, TID # 

Debit Amount: Amount per EFTPOS receipts. 
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9.2.1e Fill in the Transaction Number “same as in the Description”. Then click the save button. 

 

9.2.1f Click new button again 

 

9.2.1g Then Click Elements View button 
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9.2.1h Complete the Credit coding blocks fields and click save and return button. 

Sub head – 1702 

Funding agency – 1101 

Projects – 00000 

Location – island code 

NAC – 621212 

COFOG - 000 

 

9.2.1i Then enter the following: 

Description: withdrawal - Batch #, Tid # 

Credit Amount: Total amount of EFTPOS withdrawal. 

 

 

 

 

 



 

103 

FreeBalance Confidential 

9.2.1j Then click save and return button. 

 

9.2.2 EFTPOS Deposits 

JVs for EFTPOS deposit will be generated once a day showing details of each transaction as a 

separate line item in the JV. 

9.2.2a Click the new button. 

 
9.2.2b Then Click Elements View button 
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9.2.2c Complete the Debit coding blocks fields and click save and return button. 

Sub head – 1702 

Funding Agency – 1101 

Projects – 00000 

Location – island code 

NAC – 621212 

COFOG - 000 

 

 

9.2.2d Then enter the following: 

Description: Deposits -TIN #, last four digit # per card holder 

Debit Amount: Total EFTPOS deposit. 
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9.2.2e Then click save and return button. 

 

9.2.2f Click new button again 

 

9.2.2g Then Click Elements View button 
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9.2.2h Complete the Credit coding blocks fields and click save and return button. 

Sub head – 1702 

Funding Agency – 1101 

Projects – 00000 

Location – island code 

NAC – 621237 

COFOG - 000 

 

9.2.2i Then enter the following: 

Subledger code: 621237 

Description: Deposit - TID#, the last four digits per card holder. 

Credit Amount: Deposit amount  
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9.2.2i Fill in the Transaction Number “same as in the Description”. Then click the save button. 

 

The line items show the completed recording of EFTPOS withdrawal and deposits. Then you need to 

upload scan copies as attachments. Continue to step 10 
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9.3 POSMO journal voucher line items. 

 

9.3.1 POSMO Paid: 

One consolidated JV per day to be passed for the lumpsum amount. 

9.3.1a Click the new button. 

 

9.3.1b Then Click Elements View button 

 

9.3.1c Complete the Debit coding blocks fields and click save and return button. 

Sub head – 1702 

Funding Agency – 1101 

Projects – 00000 

Location – island code 

NAC – 631223 

COFOG - 000 
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9.3.1d Then enter the following: 

Description: POSMO - Paid (Names and Others) (Transaction date Issues) (Island Name). 

Debit Amount: Total of POSMO Paid. 
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9.3.1e Then click save and return button. 

 

9.3.1f Click new button again 

 

9.3.1g Then Click Elements View button 
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9.3.1h Complete the Credit coding blocks fields and click save and return button. 

Sub head – 1702 

Funding agency – 1101 

Projects – 00000 

Location – island code 

NAC – 621212 

COFOG - 000 

 

9.3.1i Then enter the following: 

Description: withdrawal - POSMO - Paid (Names and Others) (Transaction date Issues) (Island Name) 

Credit Amount: Total of SB25 withdrawal. 
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9.3.1j Then click save and return button. 

 

9.3.2 POSMO Issue 

One consolidated JV per day to be passed for the lumpsum amount. 

9.3.2a Click the new button. 

 

9.3.2b Then Click Elements View button 
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9.3.2c Complete the Debit coding blocks fields and click save and return button. 

Sub head – 1702 

Funding Agency – 1101 

Projects – 00000 

Location – island code 

NAC – 621212 

COFOG - 000 

 

 

9.3.2d Then enter the following: 

Description: POSMO - ISSUE (Names and Others) (Transaction date Issues) (Island Name). 

Debit Amount: Total POSMO Issue. 
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9.3.2e Then click save and return button. 

 

9.3.2f Click new button again 

 

9.3.2g Then Click Elements View button 
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9.3.2h Complete the Credit coding blocks fields and click save and return button. 

Sub head – 1702 

Funding Agency – 1101 

Projects – 00000 

Location – island code 

NAC – 631223 

COFOG - 000 

 

9.3.2i Then enter the following. 

Description: POSMO - ISSUE (Names and Others) (Transaction date Issues) (Island Name). 

Credit Amount: Total amount of POSMO issue (excluding commission). 
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9.3.2j Then click save and return button. 

 

9.3.2k Click new button again 

 

9.3.2l Then Click Elements View button 
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9.3.2m Complete the Credit coding blocks fields and click save and return button. 

Sub head – 1606 

Funding Agency – 1101 

Projects – 00000 

Location – island code 

NAC – 142370 

COFOG - 000 

 

9.3.2n Then enter the following. 

Description: POSMO – Total Commission (Names and Others) (Transaction date Issues) (Island Name) 

Credit Amount: Total Commission amount. 
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9.3.2o Then click save and return button. 

 

The line items show the completed recording of POSMO Paid and Issue. Then you need to upload scan 

copies as attachments. Continue to step 10 
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Step 10 Click attachments and then click new. 

 

Step 11 Enter the tile and Description of your attachment, then click choose file. 
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Step 12 Select the file and then click open 

 

 

Step 13 Then click the save and return button 
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For two or more attachments click the new button again to upload more attachments. 

 

Step 14 After all attachments uploaded click the save button. 
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Step 15 Transition of the Journal Voucher. 

Click the arrow button of the transition field and select Request for Authorization. 

 

Step 16 Then Click the transition button 
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Step 17 Select your Island clerk Name from the list and then click the save button. 

 

 

3.4.2 How to Authorize the Journal voucher. 

Step 1. After logging in, click the  to display the Internal Messages.  
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Step 2. The menu bar on the right side will appear, then Click Dashboard button. 

Step 3. User Dashboard will appear, Click Journal Voucher. 

Step 4. List of Journal vouchers you need to Authorise will be shown, click on the update button next to 

the JV number you want to Authorise. 

Step 5. The Journal voucher details will open, allowing you to review and verify that all information is 

correct. Once you have completed the checking, click the drop-down arrow next to “Transition” 
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Step 6. The three options will be shown up. 

Note: 

• Select Authorize by Line Ministry – If the JV is completed with no mistakes 

• Select Return for Modification – if there are mistakes that need to be corrected by the 

Treasurer. 

 

Step 7. Then click the Transition button. 
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Step 8. Then Enter a step note for the next approver and then click Finish. 

 

Step 9. The confirmation message will appear, then click ok. 

Note: Once the authorization completed, the Journal voucher will transition to Treasury for review and 

approval. 

 

 

 

 

 

 

 

 



 

127 

FreeBalance Confidential 

3.5 Processes related to Outer Island TELMO Salary 

The process for TELMO Salary is part of the Payroll Section Procedures Manual. This manual includes the 

part where the Outer Island receives the Pay Agent file from the MFED Treasury Payroll Section.  

The process flow diagram is provided below: 

 

 

The process description for Outer Island TELMO Salary is as follows: 

1. Payroll Section of Treasury process and finalize Payroll 

2. Payroll Section of Treasury generate Pay Agent File 

3. Payroll Section of Treasury prepare the PV and attach Pay Agent File 

4. Payroll Section of Treasury authorize the PV 

5. Treasury Approvers approves the PV 

6. Island Asst. Accountant/ Accounts Officer downloads the Pay Agent File from IFMIS 

7. If Pay Agent File Amount matches with PV, 

a. Island Asst. Accountant/ Accounts Officer create Payment Extract Payment (PEP) prior to 

distributing the Telmo Salary to Outer Island Employees 

b. Island Council Clerk approves the PEP 
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c. Island Asst. Accountant/ Accounts Officer makes the payment and makes the recipients 

sign the Pay Agent File 

d. Island Asst. Accountant/ Accounts Officer emails the signed Pay Agent File with PV 

number to Exam Section, Treasury 

e. Exam Section attaches signed Pay Agent File in PV 

f. Exam Section of Treasury release the PEP 

8. If Pay Agent File Amount does not match with PV, 

a. Island Asst. Accountant/ Accounts Officer informs Payroll Section to upload the correct 

Pay Agent File 

b. Payroll Section of Treasury attaches the correct Pay Agent File 

9. For the unclaimed TELMO salary,  

a. Island Asst. Accountant/ Accounts Officer prepares a RV (refer to Section 3.6.1 How to 

record Revenue Voucher). The entry for the RV is as follows: 

▪ Dr State fund (1702/1101/00000/Is code/621212/000) 

▪ Cr Telmo salary clearing (1702/1101/00000/Is code/631212/000) 

b. Island Council Clerk authorizes the RV 

c. Exam Section reviews the RV 

d. Treasury Approvers approves the RV 

3.5.1 How to Create Payment Extract  

Step 1. Navigate the Menu > Treasury Management > Payment > Create Payment Extract. 

 

Step 2. To create the batch for the approved PVs, provide the following filters. To process all PVs that 

were approved for the day, leave all the filters blank. Leaving all blank will retrieve all PVs that are 

approved and ready for payment process. 

• Fiscal Period: Select the month from the dropdown list. 

• Accounting Office: This is defaulted to the Division of the User. Remove this to remove the filter 

by Division. If the filter is by Ministry, encode the Ministry Code (17 for MFED) and check the box 

for Is include all Child Accounting Office. This will filter all Divisions under the MFED. 
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• Expense Voucher Origin: Filter by payroll. 

 

• Payment Mode by Fund Type: This is to filter the batch according to the Voucher Payment 

Mode by Fund type. To process Vouchers under recurrent budget, select Recurrent Budget.    

 

Step 3. Encode the description of the Batch to process. Then click the Retrieve Payment Vouchers 

button. 
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Step 4. The system will display all the approved PVs and ready for payment based on the filters provided. 

Click the Select All button to select all PVs for the batch. 

 

         This will select the PVs. To remove a PV or multiple PV from the selected items, uncheck the box.  

 

Step 5. Click the Payment Extract Generation button. The IFMIS displays a message that the Payment 

Extract generation is started. 
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Step 6. Transition the PEP 
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Step 7. A transition screen will pop up.  Select the Application Users to transition to.  Select the one of 

the approvers from the list of values as shown in the following screenshot. 

 

 

 

 

Note: The next stage of transition will go to MFED Treasury. Outer Island Treasurer is to make sure that 

necessary supporting documents are attached/provided in PV before review/release transition of PEP by 

MFED. 
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3.5.2 How to record unclaimed TELMO salary. 

If there is an unclaimed for telmo salary, the Treasurer need to raise an RV to record the amount. 

• Note: The Treasurer must raise one RV per Individual. 

Step 1 to 3 refer to Section 3.6.1 How to record Revenue Voucher step 1 to 3. 

Step 4 Fill in the Collection Classification Field. Click the drop-down list arrow and select State Fund 

Unclaimed Payment. 

 

Step 5 to 6 refer to Section 3.6.1 How to record Revenue Voucher step 5 to 6. 

Step 7 Select the Recurrent Budget – Payments as a Collection Mode by Fund Type. 

 

Step 8 to 11 refer to Section 3.6.1 How to record Revenue Voucher step 8 to 11   
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Step 12 Fill in the coding blocks field as follows; 

Subhead – 9901 (if not work use 1702) 

Funding Agency – 1101 

Projects code – 00000 

NAC – 631212 

COFOG - 000 

 

Step 13 to 23 refer to Section 3.6.1 How to record Revenue Voucher step 13 to 23. 

Notes: 

• RV Narration – The Narration must include; PV number and the Island Name. 

• Attachment – The Attachment should be the Signed lists (Full name of Individuals, Date and the 

Amount). 

• The RV will transition to the Island Clerk for Authorization, refer to section 3.7.1 How to authorize 

Payment Voucher to complete the process. 

• Once the RV authorized it will transition to Treasury for Review and approval. 

3.6 Processes related to collections or unclaimed payments 

3.6.1 How to record Revenue Voucher 

Step 1. Navigate the Menu > Revenue Management > Revenue Voucher. The Revenue Voucher is 

displayed by default at Search Mode.  
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Step 2. Click the New button and provide details as follows. 

  

 

Step 3. Enter the Institution Code assigned for the Outer Island. 

 

Step 4. Select the applicable Collection Classification from the dropdown list.  
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Step 5. Fill in Customer Field. 

a) Click the lookup button. 

 

b) Click the Find button. 

 

c) Click on the applicable vendor code from the list. 

Note:  

General Collections – Select General Public (GP). 

Unclaimed - The vendor code should be the same as in the PV. 
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Step 6. Fill in the Collection from (Name of Individual) field as follows; 

For Collection – Name of the Customer. 

For Unclaimed – Name of the Individual. 

Step 7. Select the applicable Collection Mode by Fund Type. 

 

Step 8. Make sure that the Bank account is the correct State fund & Island Code.  For example, 

621212- 38 

 

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

 

Step 10. Click the New button under the tab RV Items and provide the following. 
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Step 11. Enter the item description; quantity is defaulted at 1 and amount of the collection in the Unit 

Price 

 

 

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.  

 

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

 

SUB HEAD: 

• For General Collections: Select the appropriate Ministry and Division code from the dropdown list. 

(If you are unsure which code to select, contact the relevant Ministry associated with the 

collection or the Treasury Division for clarification). 

• For unclaimed – should be match with Sub head code in the coding block as the Payment Voucher 
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FUND AGENCY:  

• For General Collections – Recurrent – 1101, Project – Select the relevant project funding source. (If 

you are unsure which code to select, contact the relevant Ministry associated with the collection 

or the Treasury Division for clarification). 

• For Unclaimed – Should be match with the Funding Agency in the Coding block as per the 

Payment Voucher. 

PROJECT:  

• For General Collections – Recurrent – 00000, Project – Select the relevant project code. (If you are 

unsure which code to select, contact the relevant Ministry associated with the collection or the 

Treasury Division for clarification). 

• For Unclaimed – Should be match with the Projects code in the coding block as per the Payment 

voucher.  

LOCATION:  Select from the list. This should only display the Location of the Island Council. 

NAC:  

• For General Collections - Select the relevant NAC. (If you are unsure which code to select, contact 

the relevant Ministry associated with the collection or the Treasury Division for clarification) 

• For Unclaimed – Same with the NAC in the coding block as per the Payment voucher. 

COFOG:  

• For General Collections - Remember for revenue items COFOG code will always be 000 

• For Unclaimed – Same with the COFOG code in the coding block as per the Payment voucher. 

Step 14. Click the Save and Return button on the RV Line Item 
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Step 15. The saved items are displayed as a line item here 

 

Step 16. Go to the tab RV Payment Details to add the details of the collected amounts. Click the edit 

link 

  

 

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

Return button. 
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Step 18 Attach supporting documents. (Especially for Unclaimed) 

a) Click on Attachments. 

 

 

b) Click new button. 

 

c) Fill in the Attachment Classification, click the drop-down button and select – Outer Island Trs 

Documents 
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d) Enter the Title and Description, then click the choose file button to upload the file. 

 

e) After the attachment uploaded click the save and return button. 

 

Step 19. Click the Save button when done. A message is displayed that the Transfer Voucher workflow is 

executed. 
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Step 20. Click ok on the message displayed. 

 

Step 21. Navigate to the Transition field of the screen and select the “Request for Review “from the 

dropdown list. 

 

Step 22. Click the Transition button.  
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Step 23. Enter the remarks on the step note for the next approver. Click the Finish button. A message is 

displayed saying that the workflow. 

  
3.6.2 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 

 

 

Step 2. Provide the details as follows. 
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Step 3. Click the Generate Report button. 

 

Step 4. Click Ok on the displayed message. 

 

Step 5. Click the (i) button to display the Internal Messages. 
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Step 6. Click the number of notifications in the Internal message to open the notifications. Then click the 

link ID to open the details. 

 

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. 

 

Step 8. Open the generated report to be printed and signed/ provided to the Payor. 
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3.6.3 How to Authorize the Revenue Voucher 

The authorization of the Revenue Voucher will be done by the Island Clerk designated for each of the 

Outer Islands. 

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: 

3.6.3.1 Transition using the Internal Message 

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

 

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

 

Step 4. Click on Update Domain button on the displayed Internal Message screen. The system will 

open the screen for the Voucher for review.  
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Step 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. 

 

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

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

 

 

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. 

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

Finish button 
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3.6.3.2 Transition using the Dashboard 

The dashboard is a screen where all pending transactions of the logged in user are listed.  

When one User has completed the review and endorsement of the transaction, the count of transactions 

available for the logged in user will be decreased. 

To use the dashboard, follow these steps. 

Step 1. Click the (i) to and then click the Dashboard. 

 

 

 

 

 

Step 2. The dashboard with the list of transactions assigned to the user is displayed. 

 

 

Step 3. Click the Transaction to process. 
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Step 4. This will open the list of all commitments pending. Click the Check button of the Commitment to 

process. 

 

 

Step 5. This will open a popup screen to view, review, authorize. Review and check as necessary. Once 

done, go to the transition field select the appropriate transition from the dropdown list. 
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Step 6. Click the Transition button. 

 

 

 

Step 7. Click the finish button.  
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Step 8. Click Ok on the displayed message. 

 

Step 9. The status of the transaction is now updated. Click the close icon to proceed with the new 

transaction to review and endorse. 

 

Step 10. Click the Check button on the next transaction and repeat the process of endorsement 
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Step 11. Click the x icon to close the List of Commitments to endorse/approve. 

 

Step 12. This will close the Commitment list to process and will go back to the dashboard. It will also 

display the other transactions to process. Click on the next transaction to repeat the process of 

review/endorsement/authorization/approval of transactions. 

 

 

3.7 Common processes to Outer Island Transactions 

3.7.1 How to authorize Payment Voucher 

The Island Clerk are designated to authorize the Payment Vouchers prepared from the Island Council. 
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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  and navigate on the internal messages. Click on the message on the 

Internal Message box. 

  

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

Commitment to review. 

 

Step 3. Click on Update Domain button. 

  

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.  
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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.  

  

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

button. 

 

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.  
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Note: Review and Approval of Payment Vouchers are specified and details in the Users Manual for 

Treasury Document. 

 

3.7.2 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. 

Step 2. Click on the Generate Report (pdf)  button. The form will be downloaded ready for 

viewing and printing if needed. 

   

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

 

 

3.8 Processes Payments related to Copra transactions. 

COPRA payment done in the outer islands are subsidies paid by the Government of Kiribati directly to 

the farmers.  
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Note: Copra payments made in two ways, one in the mainland and the other in the islets. 

3.8.1 How to record Copra Payments in the Mainland. 

The supporting documents to be submitted for COPRA Payment by the claimants to the island council 

to process the Copra Payment are the follows: 

1. Original Tally Form 

2. Original Copra Purchase Return 

The process flow diagram is provided below: 

 

The process description for Copra Payments is as follows: 

1. Copra Section prepares DW for Copra Payments 

2. MFED Accounts/ MFED SRO authorizes the DW 

3. Treasury Approvers approves the DW 

4. DW generated in IFMIS 

5. Copra Section prepare Commitment  

6. MFED Accounts endorse commitment 

7. Treasury Approvers approve commitment 

8. Commitment generated in IFMIS 

9. Vendors submit all supporting documents (as detailed above) for Copra Payments to the Island 

Council 

10. Based on the supporting documents, Island Asst. Accountant/ Accounts Officer prepares the 

Payment Voucher (PV) in IFMIS 

11. Island Council Clerk authorize the PV in IFMIS 

12. Treasury Approvers approves the PV  

13. If the PV is unclaimed, raise a RV to reverse the expenditure within 3 days following RV Process 

with respective island code. 

3.8.1.1 How to record the payment Voucher for Copra Payments in the Mainland. 

Step 1. Navigate the Menu > Expenditures > Payment Voucher. The Payment Voucher is displayed by 

default at Search Mode. 
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Step 2. Click the New button. 

 

Step 3. Select the Payment Voucher classification as “State Fund Copra Payments” from the dropdown 

list.

 

 

 

 

 

 

 

 

 

 

Step 4.  Fill in the Accounting Office Field. 

a) Click the look up button 
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b) Click the find button 

 
c) Select your Island Name from the list 

 
 

 

Step 5. Fill in the Vendor Field. 

a) Click the lookup button 
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b) Click the find button 

 
c) Select the vendor from the list. 

 

 

Step 5. Correct the Treasury Bank Account to 621212-Island code.  

a) Click the look up button. 
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b) Click the Find button  

 

c) Click the Treasury Bank Account related to your island. 

 

Step 6. Select the Payment Mode by Fund Type as “Development Budget – Payments” 
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Step 7. Enter the Narration as Copra Payments, Island Name, Date, Commitment number. 

 

Step 8. Linked the commitment with the Payment voucher. 

a) Click the Import commitment item button. 

 
 

 

 

b) Click the find button 
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c) Find the commitment number to be used, click the tick box then the click the return button. 

 

Step 9. Fill in the Payment Voucher Payment Details. 

a) Click on Payment Voucher Payment Details. 

 

 

 

b) Click on the linked commitment. 
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c) Correct the payment due date. 

 

 

 

 

d) Fill in the Payment Method, Click the drop-list button, then Select “Cash”. 

 

e) Then click the save and return button. 
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Step 10. Attach supporting documents. 

NOTE: Attachments are the CPR and tally form (only for islands that have copra monitors). 

a) Click attachments 

 

b) Click new button 

 

c) Click the dropdown list to select the Attachment classification as “PV Supporting Documents”. 
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d) Enter the Title and Description of your attachment. Then click the choose file button to upload 

the file. 

 

e) After uploading the file click the save and return button. 

 

Note: For 2 or more attachments, please repeat sub steps b to e in this step (step 10). 
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Step 11 After all attachments uploaded. You need to save the Payment voucher to generate the PV 

number. 

a) Click the save button. 

 

b) The pop-up message indicates that the Payment Voucher was successfully generated. Then click 

ok. 

 

Step 12. Transition the payment voucher. 

a) Navigate to the Transition field of the screen and select the “Request for Authorization" from 

the dropdown list then.  
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b) Click the Transition button.  

 

c) 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. 

 

Note:  

• The Payment voucher will transition to the Island Clerk for authorization. 

o The Island Clerk must follow steps outlined in 3.7.1 How to authorize Payment Voucher to 

complete the authorization process. 

• Once Authorized, the Payment voucher will transition to Treasury for Review and Approval. 

o The Assistant Accountant/Account Officer can do disbursement to farmers. 

o Once disbursement completed, the Assistant Accountant/Account Officer must update 

the Payment voucher to attach the signed CPR. 
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3.8.1.2 How to record Revenue Voucher for Unclaimed Copra Payments in the Mainland.  

If the Payment voucher is Unclaimed, The Treasurer need to raise the Revenue voucher to reverse the 

expenditure. 

Step 1 to 3 refer to section 3.6.1 (How to record Revenue Voucher), step 1 to 3. 

Step 4 Fill in the Collection Classification Field. Click the drop-down list button and click “State Fund 

Unclaimed Payment” 

 

Step 5 and 6. (refer to section 3.6.1 How to record Revenue Voucher step 5 and 6). 

Step 7 Fill in the Collection Mode by Fund Type, Click the drop-down button and select Development 

Budget – Payments.

 

Step 8 to 12 refer to Section 3.6.1 How to record Revenue Voucher step 8 to 12.  
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Step 13 Fill in the Coding block. Then click the save and return button. 

Subhead – 1702 

Funding Agency – 3101 

Projects – 18001 

Location – Island code 

NAC – 272150 

COFOG - 000 

 

Step 14 to 23 refer to Section 3.6.1 How to record Revenue Voucher 14 to 23 to complete the process of the 

RV. 

Notes: 

• Attachment should be the CPR, Cash summary and the Tally form (only for islands that have 

Copra monitors) 

• The Treasurer must raise one RV per farmer (Repeat steps from 1 to 23 in this section) 

• Once transitioned the RV will transition to the Island Clerk to complete the Authorization 

process. Therefore, the Island must follow steps in section (3.6.3 How to Authorize the Revenue 

Voucher) to complete the authorization process. 

• Once Authorized the RV will transition to Treasury for Review and Approval. 
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3.8.2 How to record Payment for Copra Payments in the islet(s). 

 

Note: This process only applicable to islands that have islet(s). In this process there are four 

steps;  

Step 1 Prepare the Accountable Advance for the Accountable Officer. 

Step 2 Prepare the Payment voucher based on the Accountable Advance (AA). 

Step 3 Once the Payment Voucher authorized, the Treasurer handed the amount of advance to the 

Accountable officer. 

Step 4 Recording the unclaimed amount and the retirement of the Standing Imprest. 

 

 

 

 

 

 

 

 

 

 



 

173 

FreeBalance Confidential 

Step 1: Prepare the Accountable Advance for the Accountable Officer. 

1.1: Open the General Ledger Module Log in to your account and click General Ledger Module.

 

1.2 Click Sub Ledger 

 

1.3 Click Accountable Advance  
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1.4 Then click Accountable Advance again to open required screen 

 

1.5 click add  to create a new posting document

 

1.6 Fill in the Advance type, 

a) click the look up button  
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b) Click the find button. 

 

c) Select “Standing Imprest (Outer Island) 

 

1.7 Then fill in the coding block,  

a) click the Element view button 
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b) Fill in the coding block as follows; Then click the save and return button. 

Subhead – 1702 

Funding Agency – 3101 

Projects code – 18001 

Location – Island code 

NAC – 621272 

COFOG - 000 

 

1.8 Fill in the Accounting Office 

a) Click the lookup button 
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b) Click the Find button 

 
c) Select your Island Name from the list. 

 

1.9 Fill in the payee field,  

a) click the lookup button 
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b) Then click the find button 

 

c) Select the Name of the accountable officer from the lists.  

Note: If you cannot find the name in the list, create the new vendor for the employee (refer to 3.2.3.1 

How to create/enroll New Vendor) 

 

1.10 Enter the Amount that should be handed to the Accountable officer. 

 Amount: The total CPR amount.
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1.11 Complete the Description and Additional Information 

Complete the fields as follows: Then click the Save button 

• Description: Enter the Commitment Number only. 

• Additional Information: Enter the Employee Name, Island Name and the Islet Name. 

 

1.12 A confirmation message displaying the AA number will appear, then click ok 

1.13 Transitioning the Accountable Advance. 

a) Navigate to the Transition field and click on the dropdown list. Select the “Request for Approval” 

from the list. Then click the Transition button. 
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b) Enter the remarks on the step note for the next approver then click the Finish button. 

 

Note:  

• The Accountable Advance (AA) will transition to the Island Clerk for authorization. 

• The Island Clerk must follow next steps 1.14 to 1.22 to complete the authorization process. 

 

1.14 The Authorization of the Accountable Advance (AA). Loggin into IFMIS. Then click Information icon 

highlighted below. 
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1.15 The menu bar on the right side will appear, then Click Dashboard button. 

 

1.16 User Dashboard will appear, Click Accountable Advance. 

 

1.17 Accountable Advance you need to Authorise will be shown, click on the update button highlighted 

under update column. 
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1.18 The Accountable Advance (AA) details will open, allowing the Island Clerk to review and verify 

that all information is correct. Once the checking is completed, click the drop-down arrow next to 

“Transition” 

 

1.19 The three options will be shown up. 

Note: 

• Select Authorize by Line Ministry – If the AA is completed with no mistakes 

• Select Cancel – to cancel the AA. 

• Select Return for Modification – if there are mistakes that need to be corrected by the 

Treasurer. 
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1.20 Then click the Transition button. 

 

1.21 Then Enter a step note for the next approver and then click Finish. 

 

1.22 The confirmation message will appear, then click ok. 
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Notes: 

• The AA will transition to Treasury for review and approval. 

• Once the AA Approved, the Treasurer can proceed to step 2 Prepare the Payment Voucher 

based on the Accountable Advance (AA). 

• The Treasurer must ensure the Accountable Advance approved 2 days before the Accountable 

officer visit the islet(s) to pay farmers. 

Step 2 Prepare the Payment voucher based on the Accountable Advance (AA). 

2.1 Refer to section 3.8.1.1 How to record Voucher for Copra Payments in the Mainland step 1 and step 2 

2.2 Select Payment voucher classification as – State fund standing Imprest (for outer island with Islet 

only) 

 

2.3 Fill in the Accounting Office. 

a) Click the lookup button. 
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b) Click the find button. 

 

c) Select your respective Island Accounting Office from the list. 

 

2.4 Fill in the Vendor Field,  

a) click the look up button along side to Vendor Field. 
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b) Fill in the Name of the Accountable officer in the Name field and include the * sign at the 

beginning and at the end of the name. Then click the find button. 

 

c) Select the Name of the Accountable officer from the list. 
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2.5 Fill in the Treasury Bank Account. 

a) Click the lookup button. 

 

b) Click the Find button 

 

c) Select the treasury bank account related to your Island from the list. 
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2.6 Fill in the Narration as follows: 

Copra Society Name, WSVV number, Commitment number, islet name and the Island name. 

 

2.7 Complete the Payment voucher Line Items. 

a) Click the new button. 

 

b) Click the Element view to fill in the Coding block 
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c) Other field automatically filled, Click the drop-down button in the location field and then select 

your island code. Then click the save and return button.  

Coding block: 

Sub Head – 1702 

Funding Agency – 3101 

Projects – 18001 

Location – island code 

NAC – 621272 

COFOG – 000 

  

Note: The coding block must match the coding block used for the Accountable Advance. 

d) linked the Accountable Advance you have created, click the look up button. 
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e) Click the find button 

 

f) The accountable advance number will appear, then click on it. 

 

g) Enter the Amount same as in Accountable Advance (AA). Then click the save button. 
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2.6 Complete the Payment voucher Payment Details. 

a) Click the Payment Voucher Payment Details. 

 

b) Click the new button 

 

c) Most fields will be automatically populated. You only need to enter the Payment Due Date. Click 

the calendar icon shown below, select the required date, and then click the Save button. 
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2.21 Upload Supporting Documents. (Refer to section “3.1.2 How to record RBC Mute/ or RBC Return step 

13”. 

Notes; 

The attachment should be  

• CPR, 

• Tally form (only for island that have Copra Monitors), and 

• Schedule for Payment in the islet(s). 

The Title and Description for the attachment should be related to the uploaded file. 

2.22 Transition the Payment Voucher. Please refer to section “3.1.2 How to record RBC Mute/ or RBC 

Return step 14 to 17 in”. 

Notes: 

• The Payment voucher will transition to the Island Clerk for Authorization. Therefore, the Island 

Clerk must follow steps outlined section 3.1.2 How to approve PV to complete the Authorization 

process. 

• Once the PV authorized, Treasurer can proceed with the payment, and PV will transition to 

Treasury for Review Approval.  

Step 3 Once the Payment Voucher authorized, the Treasurer will hand over the advance amount 

as specified in the Payment voucher to the Accountable officer. 

Note: 

The payment to farmers is made outside the system. The Accountable officer will take the advance to the islet(s) 

and make payments to copra cutters. Upon returning from the islet(s), the Accountable officer returns the 

remaining amount and submit the CPR to the Treasurer for retirement of the advance in the system. 

Step 4 Recording the unclaimed amount and the retirement of the Standing Imprest. 

4.1 Receipting the unclaimed amount. 

The Treasurer should raise the Revenue Voucher (RV) to receipt the unclaimed amount.  

Step 4.1.1 to 4.1.4 refer to Section 3.6.1 How to record Revenue Voucher step 1 to 4” 

4.1.5 Fill in the Collection Classification, click the dropdown arrow and select “State Fund Standing 

Imprest Collection” 
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4.1.6 Fill in the Customer Field. 

a) Click the lookup button. 

 

b) Click the find button. 

 

c) Then click on the name of the Accountable officer. 

 

 



 

194 

FreeBalance Confidential 

4.1.7 Write the Name of the Accountable Officer in the Collection from (Name of Individual). 

4.1.8 Fill in the Bank Account Field. 

a) Click the lookup button. 

 

b) Click the find button 
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c) Select the island name from the list.  

 

4.1.9 Fill in the Sales Payment Type as “Cash” 

 

4.1.10 Enter the Narration as 

Commitment number, AA number, Date, Islet name and Island name. Then click the new button. 
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4.1.11 Enter the Description same as in the narration, the amount to be receipted and then click the 

Element view button to complete the coding block field. 

 

4.1.12 All fields will be automatically populated. You only need to fill in the Location field by clicking the 

drop-down arrow and selecting your island code from the list. Then click the Save and Return button. 

Coding block 

Subhead – 1702 

Funding Agency – 3101 

Projects – 18001 

Location – Island code 

NAC – 621272 

COFOG - 000 
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4.1.13 Fill in the Sub Ledger Code. 

a) Click the lookup button.

 
b) Click on the find button. 

 

c) Then click on the AA number for the Accountable officer (The AA should be same as the one 

linked to the Payment voucher). 
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d) Then Click the Save button. 

 

4.1.14 Fill in the RV Payment Details. (refer to section 3.6.1 How to record Revenue Voucher step 16 and 

17). 

4.1.15 Upload Supporting Documents. refer to section 3.6.1 How to record Revenue Voucher step 18). 

Attachments; should be CPR and Cash Summary. 

4.1.16 Transition the Revenue Voucher. (refer to section 3.6.1 How to record Revenue Voucher step 19 to 

23). 

Notes:  

• The RV will transition to the Island Clerk to complete the Authorization process. Refer to section 

3.6.3 How to Authorize the Revenue Voucher to complete the authorization process. 

• Once Authorized the RV will transition to Treasury for Review and Approval. 

4.2 Retirement of the Claimed Amount. 

The treasurer needs to raise the Journal Voucher (JV) to complete the retirement. 

4.2.1. Navigate the Menu > General Ledger > Journal Vouchers. The Journal Voucher is displayed by 

default at Search Mode. 

 

 



 

199 

FreeBalance Confidential 

4.2.2 Click the New button. 

 

4.2.3. Current Fiscal year, fiscal period and voucher date will automatically be inserted. 

 

4.2.4.  Fill in the Accounting Office field. 

a) Click the lookup button shown below 
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b) Click Find Button 

 

c) Scroll down and click on your respective island. 
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4.2.5 Select the classification as State Fund Standing Imprest Retirement. 

 

4.2.6 Enter the Narration as follows and then Click on the new button; 

CS Name, Islet Name, Island Name, AA number, commitment number and the Date. 
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4.2.7 To complete the Debit coding block, you need to Link the commitment to the JV. 

a) Click the lookup button under commitment (PO).  

 

b) Click the Find button, then select the commitment number, you received from the Copra unit 

for copra payments. 

 

c) Click the Commitment number from the list to be used (received from the Copra Unit). 
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4.2.8 Once the commitment linked, the Coding block of the commitment auto inserted including the 

Debit Amount. Then you need to update the Debit Amount (according to the CPR total Amount) 

and enter the Description (same as the narration). 

 

4.2.9 Then click the Save and return button  

 

4.2.10 Click the new button again 
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4.2.11 Click the Element view button 

 
 

4.2.12 Complete the credit coding block fields as follows and then click the save and return button. 

Sub head – 1702 

Funding agency – 3101 

Projects – 18001 

Location – island code 

NAC – 621272 

COFOG - 000 
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4.2.14 Fill in the vendor code,  

a) click the lookup button. 

 

b) Enter the AA number in the Application ID, then Click the Find Button. 

 

c) Click on the AA number. The AA number should be the same as in the PV. 
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4.2.15 Fill in the following Fields; Then click the save and return button. 

Advance Amount Type – Recovery 

Description – Same as the Narration. 

Credit Amount – Total CPR Amount. 

 

4.2.16 Then click the Save and Return button.
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4.2.17 Uploading supporting documents. 

Notes: Attachments; 

• CPR 

• Cash summary 

a) Click attachments and then click the New button. 

 

b) Enter the Title and the Description of the file then click the choose file button to upload the 

file. 
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4.2.18 After uploading attachments click the save button. 

 

4.2.19 Transition of the Journal Voucher. 

a) Click the arrow button of the transition field and select Request for Authorization. 
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b) Then click the transition button 

 

c) Select your Island clerk Name from the list and then click the save button. 

 

Notes:  

• Once the Transition completed, the Island Clerk need to Authorize the JV (refer to section 3.4.2 

How to Authorize the Journal voucher to complete the authorization process. 

• Once the Authorization completed, the JV will transition to Treasury for Review and Approval. 
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3.8.3 Processing reimbursement for unclaimed Copra Payments. 

The diagram below shows the workflow for processing unclaimed reimbursement related to copra 

transactions. 

   

The process description for the reimbursement is as follows: 

1. The unclaimed PV for copra payments receipted by the Treasurer. (refer to Part B in Section 3.8.1 

How to record Payment Vouchers for Copra Payments in the Mainland). 

2. The Treasurer should obtain claim letter(s) from claimant(s). 

3. The Treasurer is responsible for sending both the Revenue voucher number raised in 1 and 

claim letter(s) to the copra unit. 

4. After the copra unit receive the required documentation, then they do the verification. 

5. After verification, the Copra unit will then raise the commitment. 

6. ACG will approve the Commitment. 

7. After the commitment approved, the Copra unit will share the commitment number to the 

Treasurer. 

8. Then the Treasurer will raise the PV based on that commitment. Refer to steps in 3.8.1 How to 

record Payment vouchers for Copra Payments in the Mainland. 

9. When the Payment voucher authorised, the Treasurer can do the disbursement to claimant. 

4 General Ledger and Monthly Reporting 

For the monthly reporting, generate the following reports for the analysis, reconciliation and reporting of 

State Fund Account. 

The monthly reporting will be the responsibility of the following with their designated tasks and making 

sure that the records are updated with the details as follows. 

Step 1: Treasurer to: 

• Confirm and validate the content of the Cash Book based on the PVs and Receipt that had been 

raised  
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• Undertake physical cash count and write cash summary on cash book. 

Step 2: Clerk/Mayor to 

• Check the cashbook against the PVs and Receipt that had been raised,  

• Check the physical cash by recounting it and to make sure that the total physical cash 

matched the cash summary on the cash book as well as the closing cashbook balance. 

• If cash shortfall is found, the Treasurer shall make good on the same day. If not, clerk/Mayor 

shall note on the cashbook and sign off.  

• If cash surplus is found, a Receipt shall be raised and:  

o Debit: 1701/1101/00000/Island Code/621212/000 

o Credit: 1701/1101/00000/Island Code/144113/000- This will be the line item of the 

Revenue Voucher. 

Step 3: Treasurer to send to Examination scan copy of the completed State fund cashbook for 

examination 

• Examination team shall examine the state fund cashbook upon return and provide a report 

to the Accountant General on issues noted 

• All cash shortfall noted must be communicated back to the Treasurer and a surcharge to the 

Treasurer shall be made by raising a JV to:  

o Debit: 1701/1101/00000/Island Code/621273/000 

o Credit: 1701/1101/00000/Island Code/621212/000 

 

4.1 State Fund Cash Book 

Step 1. Navigate the Menu > General Ledger > reports > State Fund Cash Book. 

 

 

 

 

Step 2. Provide the filters below and then click the Generate report button. 
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Step 3. Click Ok on the displayed pop up message. 

 

Step 4. Click on the (i) 

 

Step 5. And then click on the Internal Message to display the details of the generated report. 
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Step 6. Click the linked ID of the notification. 

 

Step 7. Go to the bottom page of the screen and click on the link of the generated file to download. 

 

Step 8. Click on the generated file. 
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Step 9. This is a sample file for the Cash Book. 

 

4.2 Extended Account Inquiry 

This report can be used to generate the General Ledger information based on a filter provided and can 

also be used to get the real time status and balances of specific account. In the context of the Outer 

Island, they can use this report to get the real time balances of the State Fund Account. 

Step 1. Navigate the Menu > General Ledger > Extended Account Inquiry. 

 

Step 2. Provide the filters as needed. 

• Fiscal Year: Default is the current fiscal year. User can change the year based on the 

requirement. 

• Date from and to: Date range for the JVs posted to be included in the report. 

• Subledger Type: Provides option for the user to select the subledger type to be included in the 

report. 

• Accounting Office: Filters report according to selected Accounting Office/ Division. Leave blank 

if not necessary. 
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• Coding Block Filter Type: Filter the GL Accounts according to the type. 

• Segments and Concepts: Select the applicable combination of the coding blocks on how it will be 

displayed in the generated report. 

 

Step 3. Click the Find button.
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Step 4. The General ledger accounts posted is displayed. 

 

 

Step 5. To generate the details in a report, click the applicable file format. 

 

Step 6. To view the details of the GL posting, click the Detail button. 
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Step 7. The details of the Journal Voucher source is displayed. 

 

Step 8. To generate the JV details in a report, click the Generate report button details. 

 

Step 9. The report is generated.  

 

4.3 Detail General Ledger Report 

The Detail General Account is a report that gives information to a user based on the real time balance of 

accounts, its transaction source, description and debit/credit movements. 

To generate the report, follow these steps. 
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Step 1. Navigate the Menu > General Ledger > Reports > Detail General Ledger Report 

 

 

Step 2. Provide the filter below 
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Step 3. Select the “Hierarchical Coding Block Elements” from the dropdown 

 

Step 4. Click the format to generate the report. 

 

Step 5. Use the report for Outer Island State Fund analysis. 
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4.4 Account Analysis Detail Report 

Step 1. Navigate the Menu > General Ledger > Reports > Detail General Ledger Report 

 

Step 2. Provide the filters below. 

 

 



 

221 

FreeBalance Confidential 

Step 3. Select the “Hierarchical Coding Block Elements” from the dropdown 

 

Step 4. Click the format to generate the report. 

 

Step 5. The sample report is generated. 
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