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Document History

1 February 29, 2024 FreeBalance Outer Island processes

1.1 April 29, 2024 FreeBalance Updated to add the new Institutions for the
Outer Islands

2 August 29, 2024 FreeBalance Updated to add the following

e Updated IFMIS Link

e Add the data flow diagram for the
changes of the vendor of the
commitment

e Add the access for Commitment for
the Outer Island Users for them to
change vendor if needed.

e Add access for the Bank Account No. 1
and No. 4 on top of the State Fund

Account
3 September 14, 2024 FreeBalance and | Updated to add the following
MFED e Processes for Remittance Box Chest
(RBQ)
® Processes for Collection and Payment
for EFT POS

®  Processes for TELMO Salary
®  Processes for SB25

® Processes for Freight Refund
® Processes for POSMO

4 September 23, 2024 FreeBalance and Updated to include the following
MFED e Process for RBC mutilated bills
e Process for TELMO Salary Payment
e Process for Copra Payment

5 October 25, 2024 FreeBalance and Updated to include the following
MFED e To update the Manual based on the
comments provided by MFED.
e Toinclude the Month End reporting.

6 August 5, 2025 FreeBalance and Updated to include the following
MFED e To update the Manual based on the
requirement from MFED where Telmo
salary should go through PEP process
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8 December 8, 2025 Freebalance and Update to include
MFED e  More detailed steps and screenshots
9 August 27,2026 MFED Update on 3.4 Processes related to POSMO, SB 25
and EFT POS
10 September 18, 2026 MFED Update Includes;

e  (Copra Payments process in outer islands,

e Recording collections and unclaimed
Payments,

e  Steps for JV Authorisation, and

e Recording Unclaimed Telmo Salary.
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1.1 Project Overview

The Ministry of Finance and Economic Development (MFED) of the Government of Kiribati (GoK) has
contracted FreeBalance to implement Integrated Financial Management Information System (IFMIS), in its
endeavour to reform Public Financial Management (PFM) 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.

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

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

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

e 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
e theisland treasurers and island clerks
e the Line Ministries processing the Department Warrant and the Commitments
e the Examination Team of the Treasury MFED recording the Journal Vouchers for the other outer

islands.
e The Treasury MFED overseeing the Outer Islands IFMIS Go Live.

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

Logging in for the first time:

Login

Username:
®
=Y

Password:

[«

In the above screen enter your login id as provided to you and for the first time enter password as
123465 and click the Login Button or Press Enter.

Upon login, the change password is displayed. Enter a new password, re-enter it to confirm, and click the
button on the top left corner as shown in the screen below:

Change Password

= New Password @

= Confirmation password

DO NOT SHARE YOUR PASSWORD WITH ANYONE.
At times when users need to change their own password, the screen to do itis in Menu > Admin >

System Security > Users > Change Password. It will bring the same change password screen.
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Change Password Republic of Kiribati

FreeBal Application Suit
reeBalance Application Suite

i > Admin > System Security > Users >

= Old password

= New Password

= Confirmation password

The landing page is now available for the users.

Bﬁ Republic of Kiribati
F lance FreeBalance Application Suite

K@ O

 ANGHN )

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

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

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

E Search: When clicked, it will display the search field where User can type the screen they
are looking for. The navigation path will be displayed based on the typed screen name.

° . Information: When clicked, it will display the Internal Message, Log in session details of
the User and the Dashboard.

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

“’"::;:;"“ e Internal Messages: When the box for the internal messages is clicked,
the list of notifications for the user is displayed. The Notifications include
Dashboard both the workflow messages pending for approval and the status of the
B] reports generated. When the message is opened, a link is provided with the
transaction number to drill down the details.
Session Details e Dashboard: When the box is clicked, this will display the dashboard with
User: fb_bduerme, the transaction type (PR, PO, PV, etc.) pending review or approval for the
User.
Language: English. e Session Details: Displays the user ID and the login session details of the
Lz User.

e Logout: Button to logout from IFMIS

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

All processes for the Line Ministries are listed in this document namely.
Processing of Remittance Between Chests
e Processing of Bank Transfer Voucher from Treasury Examination Team
e Outer Island receiving of the RBC and recording it as Revenue Voucher
e Outer Island entering a Payment Voucher for mutilated RBC bills.

e Outer Island prepares request for Payment to return bills that are not stored in the RBC.
Processing of Department Warrant related transactions

e Receiving of Department Warrants from Ministry Headquarters.

e Recording of Commitments by the Ministry Headquarters.

e Enrollment of Vendors that are not yet existing in IFMIS including updating of Vendor Bank
Accounts.

e Updating the Vendor of the Commitment when needed

e Preparation and authorization of Payment Vouchers from Commitments.
Processing of Social Benefit Payments

e Receiving of Department Warrants from Ministry of Women, Youth, Sports and Social Affairs
(MWYSSA)

e Recording of Commitments by MWYSSA
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e Recording of Payment Voucher for Social Benefit by Island Treasurer.
Processing or Freight Refunds

e Recording of Commitment for Freight Refunds by Island Treasurers

e Recording of Payment Vouchers for Freight Refunds by Island Treasurers
Processing Copra related transactions

e Recording of Commitment for Copra Subsidy by Island Treasurers

e Recording of Payment Vouchers for Copra Subsidy by Island Treasurers
Processing of POSMO related transactions

e Recording payments for POSMO by Island Treasurers

e Recording Collections for POSMO by Island Treasurers
Processing of EFT POS

e Recording payments for EFT POS by Island Treasurers

e Recording Collections for EFT POS by Island Treasurers
Processing of SB 25 related transactions

e Recording payments for SB 25 by Island Treasurers

e Recording Collections for SB 25 by Island Treasurers
Processing TELMO Salary

e Prepare Payment Voucher for TELMO Pay Agent Payment Listing

e Recording of Unclaimed TELMo Salary Payments
Monthly Reporting

e Extended Account Inquiry
e Detail General Ledger Report
e Account Analysis Report

The following are the islands codes used in IFMIS.

Code MName

1 Gilbert Islands (Tarawa) (2 Gilbert Islands
11 Betio 21 Abaiang
12 Bairiki 22  Abemama
13 Ambo 23  Aranuka
14 Bikenibeu 24  Arorae
15 Bonriki 25 Banaba
16 Nawerewere 26 Beru
17  MNanikaai 27 Butaritari
18 Tanaea 28 Kuria
5 Line and Phoenix Islands 29 Maiana
51 Kanton 30 Makin
52 Kiritimati Island 31 Marakei
53 Tabuaeran (Fanning) 32 MNikunau
54 Teraina (Washington) 33 Nonouti
55 Orona 34 Onotoa
35 Tab North
36 Tab South
37 Tamana
38 MNorth Tarawa

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).

10
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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:

Freight Section Exam Section Treasury Approvers

Treasury Outer Island Council

Island Asst. Accountant/

Accounts Officer Island Council Clerk

Prepare Payment
Voucher

Print Cheque

Encash Cheque

Send Cash to
Outer Island

Authorise Payment
Voucher

Approve Payment
Voucher

Receive Cash

Prepare Revenue Authorize Revenue
Voucher Voucher

Review Revenue
Voucher

Approve Revenue
Voucher

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

1.

NN

9.

Freight Section, Treasury prepares Payment Voucher (PV)

Treasury Approvers authorize PV

Treasury Approvers approve PV

Freight Section, Treasury prints Cheque

Freight Section, Treasury encashes Cheque

Freight Section, Treasury sends Cash to Outer Island

Island Asst. Accountant/ Accounts Officer receives Cash

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

11
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Treasury Outer Island Council

Island Asst. Accountant/

Revenue Section Exam Section Treasury Approvers Island Council Clerk

Accounts Officer

Prepare Payment
Voucher for RBC
Mute*

Authorize Payment
Voucher

Prepare Payment
Voucher for RBC
Return #

Approve Payment

Voucher

Send Cash to
Treasury

Receives Mute
Bills OR Returned
RBC

Prepare Revenue
Voucher for Mute
Bills OR RBC
Return

Review Revenue iz Approve Revenue
Voucher than AUD Voucher
500,000

Approve Revenue
Voucher

Deposit Cash in Accepted End
Bank

Prepare Journal
Voucher

* RBC Mute- mutilated currency
notes
# RBC Return- excess physical cash

Approve Journal

Review Journal Voucher
Voucher

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
Island Council Clerk authorizes PV

Exam Section, Treasury Approve PV

Island Asst. Accountant/ Accounts Officer sends Cash to Treasury

Exam Section, Treasury receives Mute Bills or Returned RBC

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

Revenue Section, Treasury reviews the RV

If

PNk~ wWwN

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

b. the RV amountis less than AUD 500,000, Revenue Section, Treasury approve the RV
9. Revenue Section, Treasury deposits the Cash in Bank
10. If

12
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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 |V 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.

S
FreeBalance

Step 2. Select the Revenue Management.
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Admin

Budgeting & Appropriations

General Ledger

Expenditures

Revenue Management

Step 3. Click on the Revenue Voucher.

& Revenue Management

T Reports

Step 4. Click the New button.

Revenue Voucher

[ Search Mode ]

Voucher Number

Step 5. Click the Lookup button on the Institution and select the correct institution. |.e institution for
North Tarawa is 17NT.

14
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Revenue Voucher

Voucher Number

= Fiscal Year FY 2024

= Fiscal Period AUGUST

= \Joucher Date 14/9/2024

= Aging Date 14/9/2024

= Institution 1702

= Collection Classification

Step 6. Click the Find Button on the displayed screen.

Institution

o jalsj x]o

[ Search Mode ]

Code

Workflow Status

Step 7. Click to select the Institution.

15
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Institution

N kW =N ES N

Code Name

17NT North Tarawa

Step 8. Select the “Receipt of RBC Cash” from the dropdown list.

Revenue Voucher

KN kW =l Il

= Aging Date 14/9/2024

= Institution 17NT

= Collection Classification

= Revenue Invoice Type \ ‘
Collections From POSMO

= Invoice Workflow Status { Collections from EFT POS ]
Collections from SB25

= Posting Status
Quter Islands-Collections

Not Posted Reason Receipt of RBC Cash hv

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

Revenue Voucher
0 ] Q | | §

Manual
Collection from (Name of Individual) ._
RBC OFFICER NAME

Vendor “

16
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Step 10. Select to complete the followings and then click on the Look up button on the Bank Account.

Revenue Voucher

KN N B IR

[ Insert Mode ]

Journal Voucher

* Sales Payment Type

Cash v <

= Paid Status Yes
: * Receipt Method Cash v <
* Receiving Location Outer Islands v *

* Collection Mode by Fund Type

¥ 3

Recurrent Budget - Paymen

q

* Bank Account

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

Treasury Bank Account

ojajls

[ Search Mode ]

Application ID

Ianath Mf Chooua TN WA laadina 7aroc

Step 12. Click to select the State Fund.

Treasury Bank Account

N =N ER EN

[ Selection Mode ]

Application Abbreviation
ID

621212-38 State Fund North Tarawa

17
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Step 13. Enter the narration of the transaction and then click the new button.

= Narration

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

* RV Payment Details Attachments
@ﬂ

Select Correlative Quantity Coding Block Unit Price AUD Price AUD Price FC Description

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

Revenue Voucher

Revenue Voucher Item

I = Correlative ID
= Description Name of RBC Officer, PV# & Delivery Date,
Island Name . —
A
Unit Of Measure Each .

* Unit Price AUD 500,000.00  ffip—

Unit Price FC

= Coding Block

Cuh | adnar Tuna

Step 15. Complete the details below.

18
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Revenue Voucher

Revenue Voucher Item

Coding Block

SUB_HEAD 1702 - MFED- Treasury -
FUNDING

AGENCY 1101 - Cons. Fund- GoK r
PROJECTS 00000 - Not Defined * Prev 1-500

NATURAL . . .

ACCOUNT 621221 - Cash-in Transit (Domestic) v
CODE

Loroe 000 - Not Defined -

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

Revenue Voucher
Revenue Voucher Item
= Unit Price AUD 500,000.00

Unit Price FC

= Coding Block

1/000 Q a

Sub Ledger Type

= Quantity 1.000

= Price AUD e e

Attachments
KR g

Select Information Download

s

Step 17. Click on the RV Payment Detail tab.

19
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Revenue Voucher
O | Q |

Creation Date

Project Disbursement |:|

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

* RV Payment Details Attachments
LD

Select Correlative Quantity Coding Block Unit Price AUD Price AUD Description
D

1.000 1702/1101/00000/30/621221/000 500,000.00 500,000.00 RBC

o JNEH

Step 18. Click the New button.

Revenue Voucher

Created By rtebua

Creation Date

Project Disbursement ]

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

Name

* RV Items * RV Payment Details Attachments

tive Payment Due
Date

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

20
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Revenue Voucher

Revenue Invoice Payment Detail

= Correlative ID

= Payment Due Date 14/9/2024 ‘

= Payment Amount AUD

Payment Amount FC

Reference Number PV#

Cheque/Collection Date

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

Revenue Voucher

Insert Mode ]

Bank Deposit Date

Created By mkaiafa

Creation Date

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

* RV Items * RV Payment Details Attachments <
@“

Select Information Download

Fhb
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Revenue Voucher

Information

Application ID

Attachment Classification Outer Island Trs Documents = v

Application Language

+ Title Scan PV copy & signed Delivery form —

* Description
Scan PV copy & signed Delivery form

Choose File dfile chosen
* Attachment

Revenue Voucher

Information

Application Language

* Title

Scan PV copy & signed Delivery form

* Description

Scan PV copy & signed Delivery form

Choose File | No file chosen
* Attachment _

Date Time

Date 30/9/2025

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

Revenue Voucher
(o ] A |

Creation Date

Project Disbursement O

= Narration

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

* RV Items * BV Payment Details Attachments

EN KN =N 5B

Select Correlative  Payment Due
Date

n 14/9/2024 Edit

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

ifmis-kiribati.freebalance.com says

Code RV-24-17-4993 inserted

23
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Step 23. Go to the field Transition and select the “For Authorization” from the list.

Revenue Voucher

KN N =8 K°E iGE N B

* Aging Date 14/9/2024

= Institution 17MK

= Collection Classification

Receipt of RBC Cash v
* Revenue Invoice Type Cash
* Invoice Workflow Status .

Prepared
Workflow Process Status .

Prepared
Transition

w

Cancel

= Origin L For Authorization h

Step 24. Click the Transition button.

24
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Revenue Voucher

ojajsjoejogyey o

[ Update/Delete Mode ]

= Aging Date e

= Institution s

= Collection Classification Receipt of RBC Cash .

= Revenue Invoice Type

= Invoice Workflow Status

Workflow Process Status

Transition For Authorization A

= Posting Status

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

Revenue Voucher

Application Language

English v

Step Note
A~

Any Unsaved work will be lost, Please use previous screei

=

Step 26. Click Ok on the pop-up message.
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Revenue Voucher ifmis-kiribati.freebalance.com says

Workflow Transition Executed

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.

= Aging Date [

14/9/2024 k

Revenue Voucher

[ update/Delete Mode ]

= Aging Date

* Institution R

= Collection Classification

= Revenue Invoice Type

[Invoce Workflow Status

Workflow Process Status For Review ‘——

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.

) Admin

CJ Budgeting & Appropriations
Internal Messages
General Ledger
You have 1 New Messages.
) Expenditures

] Treasury Management
DETLLGET
CJ Purchasing

) Revenue Management

] Assets & Inventories Commons

— | o Session Details

User: ateukera.

Last login:
8/12/2025 16:26:05
Language: English.

Logout
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Step 2: Search for the RV# and open to view. Find the transition field and select “Authorize by Line
Ministry”.

v @ FreeBalance X @ IFMIS User Procedures Manual - X | @ IFMIS User Procedures Manual X | +

€ G % if . my faces/fbF

User Dashboard

Voucher Date

Aging Date

= Institution

- Collection Classification

State Fund RBC Recelpt ~ ~
Revenue Invoice Type
s Cash ~
Invoice Workflow Status
Workflow Process Status
Transition .
Posting Status
[ Authorize by Line ministry »
Return for Modification
origin
Collection from (Name of Individual)

Step 3: Click transition button.

Voucher Date

Aging Date

= Institution )

= Collection Classification

State Fund RBC Receipt -
Revenue Invoice Type Cash -
Invoice Workflow Status
Workflow Process Status
Transition Authorize by Line Ministry | =

Posting Status

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

User Dashboard

Workflow Process Transition

Revenue Voucher

Transition

icati
Application Language | ¢ L .

Step Note
4

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

(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
defaOult at Search Mode.

" Expanditlres

Payment Voucher Work Flow Tracking

] Reports

Step 2. Click the New nbutton.
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Payment Voucher

[ Search Mode ]

! Voucher Number

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

Payment Voucher

KN kW =B 'R

[ Insert Mode ]

FY 2024

*= Fiscal Period SEPTEMBER

= Voucher Date

= Payment Voucher Classification

= Accounting Office
State Fund DW

= Payment Voucher Status | State Fund EFTPOS Withdrawal
State Fund Freight Refund

= Posting Status
State Fund POSMO

Not Posted Reason State Fund RBC Mute ‘
| State Fund RBC Returns

= Origin | State Fund SB25 Withdrawal

State Fund Telmo Salary

= Currency

ALITY -

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

o jajej]s

[ Insert Mode ]

FY 2024 o
= Fiscal Period SEPTEMBER
= Voucher Date 23/9/2024
= Payment Voucher Classification State Fund RBC Mute -

2ayment Voucher

is Prepaid

* Paid Status

Yes
* VVendor
Name ¢

Accountant General
* Bank Account .

Not required - pay cash r
Invoice/Claim Number August RBC Mute 2025 4+
Invoice/Claim Date 30/9/2025
* Invoice Receipt Date 30/9/2025
* Payment Location

Quter Islands v | ¢—™

Step 5. Validate of the following default data.
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Payment Voucher
L Q

Invoice/Claim Number

Invoice/Claim Date

= Invoice Receipt Date 23/9/2024

* Payment Mode by Fund Type

~ Payment Location Outer Islands v  dp—
w

Recurrent Budget - Payments

= Treasury Bank Account

621212-30

Offset Code 631811

Immediate - .

Payment Term

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.

=
Ij NOTE: Please use the standard narration

RBC Mute, Month & Island Name

Narration h
RBC Mute for August Makin Y

* payment Voucher Line [tems * Payment Voucher Payment Details Attachments
a - 4
ﬂ

Select Serial Commitment Coding Block Description Amount AUD Tax Amount Net Amount
Number Item AUD AUD

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

Payment Voucher Line Item

= Serial Number

= Amount AUD 90.00

Tax Amount AUD
= Net Amount AUD
Unit Of Measure
Sub Ledger Type

= Coding Block
K 1702/1101/00000/-/921221/

000

Is Advance Recovery [ ]

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

Payment Voucher

Payment Voucher Line Item

I Coding Block

SUB_HEAD 1702 - MFED- Treasury -

FUNDING

ey 1101 - Cons. Fund- GoK v
YOIECTS

PROJECTS 00000 - Not Defined M

LOCATION 30 - Makin T

NATURAL [ [ i

ACCOUNT patazt - Castin fransit (bomestic -

CODE

COFOG 000 - Not Defined v

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

Approved Date

Narration

RBC Mute for August Makin

* payment Voucher Line Items * Payment Voucher Payment Details Attachments
a - »
LT | &

Select  Serial Commitment Coding Block Description Amount AUD Tax Amount Net Amount
Number Item AUD AUD
1702/1101/00000/30/621221/000 RBC Mute 90.00 0.00 90.00

Step 11. Click on the Item Number

* Payment Voucher Line Items * payment Voucher Payment Details Attachments
“

e

Select Serial Payment Payment Method Payment Reference Payment Amount Payment Amount Paid
Number Due Date Number AUD FC
1 23/9/2024 Cash 90.00 0.00 0

™

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

Ao
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Payment Voucher

Expense Voucher Payment Detail

Is Extracted Payment (]

* Payment Method Cash .  —
Payment Reference Number Series

Payment Reference Number RBC Mute $370 +——
Payment Date 30/9/2025 -«

Payment Status

Payment Delivery Date

Step 13. Go to the Tab Attachments, Click on the New Button and update the necessary details, then
Click the Save and Return Button.

Payment Voucher

m FTGGB&EHE“CC A{-’g@:‘

[ Insert Mode ]

prsEhER RBC Mute for Sept 2025 Makin
.
* Payment Voucher Line Items * payment Voucher Payment Details Additional Information
& K=
Select Information Download
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Information

Outer Island Trs Document: | 4+

Application Language

English v

* Tide RBC Mute Summary —
y

* Description RBC Mute Summary -—
y

= Attachment o file chosen

Date Time

Date

User

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

ifmis-kiribati.freebalance.com says

Code PV-25-17-3171 inserted
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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.

= Payment Voucher Status ot

Workflow Process Status o

Transition L, —
Posting Status cancel
Step 16. Click the Transition Ebutton.
= Payment Voucher Status reated
Workflow Process Status o

Transition Request for Authorzation - @

Posting Status _

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.

Application Language English .

Step Note
4

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

@

How to approve PV
Step 1: Open dashboard and go to payment voucher
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Internal Messages

You have 4 New Messages.

Dashhoard

v @ FresBalance ®x o+ - a x

« » G 2 ifmis-kiribati.freebalance.com/trn/faces/fbFramesetTemplate.xhtml * o

User Dashboard Kiribati Training Instance E
——

S
FreeBalance Application Suite 3
W=
User Dashboard

Transaction Type Pending Tasks Deadiine Reached Tasks

a
Payment Voucher 1 0

Step 2: Open the correct PV from the payment voucher dashboard
User Dashboard Kiribati Tra\'n?ng Instan_ce
FreeBalance Application Suite —
Sa—"s2

! Payment Voucher Workflow Execution x
Stage -
Application 1D Total Amount AUD
O Update fgpicaicn D Total Amount AUD From Stage Task Deadine Date To Stage

(@] v ' PV-25-17-6521 ' 310.00 For Authorization 1512/2025 - .
Update  Cancel

Step 3: Validate and then select the “Authorize by Line Ministry”
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User Dashboard

[ Update/Delete Mode ]

Voucher Number PV-25-17-6521

Fiscal Year FY 2025

Fiscal Period NOVEMBER A
Voucher Date 10/12/2025

+ Payment Voucher Classification State Fund RBC Mute .

Ac ti Offi

Payment Voucher Status

or Authorization

Workflow Process Status Authorize by Line Ministry

Return for Modification

Transition
-

Step 4: Transition to complete.

User Dashboard

[ Update/Delete Mode ]

Voucher Number

Fiscal Year

PV-25-17-6521

FY 2025
Fiscal Period NOVEMBER -
Voucher Date 10/12/2025
= Payment Voucher Classification State Fund REC Mute -

A ti Offi

Payment Voucher Status For Authorization

Workfl P Stat
oridiow process Status For Authorization

Transition Authorize by Line Ministry - E
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~v @ FreeBalance X o+

<« ¢} %5  ifmis-kiribati.freebalance.com/trn/faces/foFramesetTemplate.xhtml

User Dashboard

Application Language English -

Step Note

3

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

e FreeBalance X

C 25 ifmis-kiribati.freebalance.com/trn/faces/fbFramesetTemplate.xhtml

ifmis-kiribati.freebalance.com says

Workflow Transition Executed

(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. Outerisland land lease.

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.)

W

The process flow diagram is provided below:
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Outer Island Council

Line Ministry Treasury

Island Asst. Accountant/ .
LM Accounts LM Approver Treasury Approvers Accounts Officer Island Council Clerk

Check
Commitment
and DW

Prepare
Departmental
Warrant

Authorize Approve Departmental
Departmental Warrant Warrant

Vendor
name to be
changed?

Prepare
Commitment
(confirm vendor
name from Island
Council,

Departmental
Warrant (DW)

Endorse Commitment Approve Commitment

Commitment Travelling
Officer

Cancel Old
Commitment &
Prepare Fresh

Commitment

Prepare Payment
Voucher linking
the Commitment

Authorize Payment
Voucher

Approve Payment
Voucher

RV Preparing Process

The process description for Department Warrants is as follows:

1. Line Ministry Headquarters Accounts prepare Department Warrant (DW)
Line Ministry Headquarters Approver authorize DW
Treasury Approvers approve DW
DW generated in IFMIS
Line Ministry Headquarters Accounts confirms vendor name from Island Council
Register a new Vendor if the vendor of the Commitment is not in IFMIS (refer to vendor creation
process)
Based on confirmed vendor name Line Ministry Headquarters Accounts prepare Commitment
Line Ministry Headquarters SA endorse commitment
Line Ministry Headquarters Approver approve commitment
. Commitment generated in IFMIS linking the DW
. 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,

oA WwWwN

- = O 00
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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 printit, follow these instructions.

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

/.\ Budgeting & Appropriations > Reports » IFMIS Warrant Documents

Step 2. The filter screen is displayed below.

Republic of Kiribati -7
Department Warrant P :

[ Fiscal Year -
I Fiscal Period -
¥ Ministry -
I Department Warrant Number -
FDF - {5y
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Step 3. Provide the details of the filters.

NS
Republic of Kiribati E 3
Department Warrant . .
> Budgeting & Appropriations > Reports > IFMIS Warra cuments >
[* Fiscal Year 2024 -
" Fiscal Period FEBRUARY -
i Ministry 15-MCE -
" Department Warrant Number -

WSVV-24-15-0076-Allowance for on-going GOK sponsored students

WSVV-24-15-0077-

WSVV-24-15-0078-Jan to March allowances for new awardess 2024

WSVV-24-15-0079-DW# 022/24 Tabnorth - Teabike college 1st half OB for 2024
WSVV-24-15-0080-Dw for Uplift of GOK sponsored students

WSVV-24-15-0081-dw# 014-24 Tabnorth - house to office all'ce - July to Nov 2023 - Rinikarawa Teubel
WSVV-24-15-0082-dws# 029/24- Tabsouth sch supplies - handling & delivery costs
WSVV-24-15-0083-DW# 017-24 Makin-handling & delivery cost - sch stationeries & supplies
WSWVV-24-15-0084-dw#018-24- Butaritari - handling & delivery cost - sch stationeries & supplies
WSEVV-24-15-0085-dw#019-24 - Marakei - handling & delivery cost - sch stationeries & supplies
WSEVV-24-15-0086-DW#020-24- Abaiang - handling &delivery cost - sch stationary & supplies
WSEVV-24-15-0087-dw#015-24 TabNorth- Katangnga T - house to office allowance
WSVV-24-15-00858-Dw# 022 Maiana - Handling &delivery cost - sch stationaries & supplies
WSVV-24-15-0089-DW# 024-24- Aranuka - handing & delivery cost - sch stationeries & supplies

>

FDF v o

Step 4. Once filters are completed, click the Generate Report button.
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Department Warrant Republic of Kiribati ﬂ
el

# > Budgeting & Appropriations > Reports > IFMIS Warrant Documents >

Fiscal Year 2024 v
. Fiscal Period FEBRUARY -
Ministry 15-MOE -
i
Department Warrant Number WSWV-24-15-0078-Janto b -
A i ¢
?

Generate Report

Step 5. Click Ok on the displayed message.

Department Warrant Republic of Kiribati u

# > Budgeting & Appropriations > Reports > IFMIS Warrant Documents >

2024

FEBRUARY

15-MOE

‘@ The Report Department Warrant Was Send To
Report Server With 1D: ID:WIN-AVHO2F8TMOV-
53413-17075837054106-5:4688:1:11

'

Step 6. Click the (i) to go to the Internal Messages.
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Department Warrant

Internal Messages

No New Messages.

&> Budgeting & Appropriations > Reports > IFMIS

Dashboard

Fiscal Year 2024

Fiscal Period FEBRUARY

15-MOE

Session Details
Department Warrant Number WSEWVV-24-15-0078-Jan to

User: fb_admin.

- ﬁ Last login:
21/2/2024 10:31:33
Language: English.

Step 7. Click the Internal messages to display the notifications. Click the Linked ID of the notification to
open the details.

 vjJojJala ool o]

Select All | Select None

Select Status From D Subject Posting Reading Due Action
Date Date Date Date
D ® FreeBalance( 1477883 Report Server Notification - 21/2/2024
IT Admin Department Warrant 10:34:45

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

Internal Message

Posting Date
Reading Date
Due Date

Action Date

Attachments
Attachment Information File Name (Click to Download)

Title:Department Warrant Department Warrant-ID: WIN-AVHO2F8TMOV-53413-
B 1707837054106-5:4688:1:1:1.PDF
FreeBalance On:  21/2/2024 Size:  76.6 KB

IT Admin

Step 9. The Department Warrant report is this.
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GOVERNMENT OF KIRIBATI
DEPARTMENT WARRANT
To : Clerk DW No. : WSVV-24-15-0078
Department : Island Council Issuing Ministry : MOE

Station : Overseas

1. You are hereby authorised to expend during the year 2024 the amount specified below as they become
due in accordance with the Financial Instruction of this Government.

2. The number of this Department Warrant should be qouted as authority for payment in all payments made
by you relating to the heads and subheads detailed below;

Date : Eeb 1. 2024 Secretary
All i Details Amo (AUD)
1508/3101/12062/6/272143 641,987.50
Total (AUD) I $ 641,987.50

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

Commitment

ejajsjcecloln @

[ View Mode ]

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

. i 1
Commitment ﬂ Commitment.pdf

Open file |

o] a [ O] | D |

See more

[ View Mode ]

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

n GOVERNMENT OF KIRIBATI
e Ministry of Education
‘E, P. O. Box, 263, Bikenibeu, Tarawa, Republic of Kiribati

Commitment

Departmental Warrant
Division Administration (1501) Number COMM-23-15-0021

Location 14-Bikenibeu Issue Date August 17, 2023
To :  5192-Tairake loane.
Purpose :  GOK scholarship student all'ces with book all'ces from Aug to Nov 2023 studying in Vanuatu

1. You are hereby authorized 1o spend during the year 2023 the amount specified below as they become due in Accordance with
the Financial Regulations of the Gavernment of Kiribati.

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

Details | Amount AuD
1 CDRC/ Government of Kiribati/ Overseas Scholarships/ GOK scholarship student all'ces with 54,661.63
Te Education n.e.c. book all'ces studying in Vanuatu
1508/3101/12062/14/27 2143098
KVZ0_PILLA DP_SECTO) Human
weaith
TOTAL AUD ** FOUR THOUSAND SiX HUNDRED AND SIXTY ONE Doliars and SIXTY THREE Cents ** $4,661.63

Important Natice (FOR COPRA UNIT ONLY):

Make sure to submit all the updated returns (CPR form, summary forms, etc.) prior to your next top-up request. Failure o submit the
required retums may lead to the delay or even withholding of your top-up.

Prepared By : Tika loane (Aceount Officer) Approved by: s 0
Signature : Signature

Endorsed By :  Tika loane (Account Officer) Approved Date/Time

Signature : Signature

Printed on: Feb 21, 2024 1708 AM Printed By: fb_admin 11

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.

‘ Admin » Common Entities

Step 2. Click the New button.
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Vendor

[ Search Mode ]

Code

Step 3. Enter the Name and Short Name

* Name

Short Mame

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

vendor Classification a1

* Wendor Classification Type

Bank Account ﬂ

Vendor Classification Type

o1 als

[ Search Mode ]
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Vendor Classification Type

o j s ] x|

Application Name

ID

1 Wendor

2 Individual

3 Island Council
4 S0Es

3 Union

Step 5. Click the New button in the Bank Account

* Vendor Classification T

Bank Account

Trm e =N Py [ ]
Step 6. Provide details on the Bank, Bank Branch, Currency, Account Number and Account Name.

Bank Account

* Financial Institution ANZ Kiribati - P
* Branch ANZ Kiribati v -——
» Currency AUD - 'P
* Account Number 00000001 F
IBAM
National Transfer Code
* Bank Account Name Vendor Account Number F

s

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

Intermediary Bank BIC

» Is Active
+ Created On 16/7/2023

Commercial Bank Account Mame

(L

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

* Add es * Contacts * Vendor Business Types
EDun
o | —~ AAd

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

Is Main ? J
Address Type I Unknown L —-——
| Emergency )
Country Home |
Mailing
Permanent
Region Routing Information ‘ ﬂ
Temporary
Unknown
Region Name

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

Country Kiribati - | -—

Guinea -
Region Guinea-Bissau

Guyana

Hairti

Region Name Holy See

Honduras

Hong Kong

Location Hungary

India .
Indonesia

= Address Iraqg ‘

Ireland

Israel

Italy

Jamaica |
Japan

Jordan

Kazakhstan

Kenya

__dm_'.

Zip Code/PO Box

- Enter the full address of the Vendor along with the PO Box.
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= Address Type Work -

Country Kiribati -

Region Name
Location

= Address Betio, South Tarawa -

Zip Code/PO Box

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

1s Main ? ]
= Address Type Work -
Country Kiribati -

Region Name
Location

= Address Betio, South Tarawa

Zip Code/PO Box 102

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

-—

* Addresses * Vendor Business Types

Select Contact Type Contact Value

- Select the applicable Contact type by clicking on the dropdown list.
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Is Main D

= Contact Type

= Contact Location Type Electronic Mail
Fax

Mobile Phone
= Contact Value Pager

Phone

Web Site
Description

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

type.
= Contact Location Type Unknown - -
Emergency
= Contact Value Home
Mailing
Permanent
Description Temporary

Unknown

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

Is Main D

* Contact Type Electronic Mail -

= Contact Location Type Work -

= Contact Value
tkaoten@moe.gov.ki

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

= Contact Type Electronic Mail -

= Contact Location Type Work -

= Contact Value -
tkaoten@moe.gov.ki

Description

E—

- 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.

* Addresses * Contacts * \fendor Business Types Institutions

F.

- . - Fs
Beneficiaries Employees ‘

Others

Suppliers

&

Beneficiaries
Others
Suppliers
Employees

>

>
To select the proper Vendor type, click on the selected value from the left column and bring it to the
right
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* Addresses * Contacts * Vendor Business Types Institutic

Beneficiaries - -
Others
Employees
- -
Beneficiaries - Suppliers -
Others 7

Employees
T

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

15 1IN NUMDEr Exempt U /
* pddresses * Contacts * Vendor Business Types Institutions Attachments
Select Information Download

- Define the Attachment Title and Description

Information

Application 1D
Attachment Classification .

Application Language English .

= Title %

Vendor Transactional Form

Description .
P Transactien form for new Vendor- 3 Rise ~ -
Truck Hire Services
v
Chi File | No file chosen
- Attachment

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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m @ Open

Application ID

Attachment Classification

Application Language

= Title

Description

= Attachment

Date Time

Date

English

Vendor Transactional F

Transaction form for n¢
Truck Hire Services

.
[| Choose File Mo file chosen
N

« o

v

>

Organize New folder

Quick access
&l Desktop »
\ Downloads #
=/ Documents #
PN Pictures »
ApplicationUser

Issue Logs

KIRIBATI

I This PC

<« Free.. » KIRIBATI v @]

Name
Issue Tracker-IFMIS Kiribati_08012023
Language Catalogue Changes
MO Supplier list (1)
Notes
Project Plan - Kiribati (Aug 2023)
%) Transactional Form- 3 Rise Truck Hire

UNSPSC all segments

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

screen.

Information

- HEEELWANIEN TN NN W .

Application ID

Attachment Classification

Application Language

= Title

Description

= Attachment

Date Time

Date

User

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

FreeBalance Confidential
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-
English -
Vendor Transactional Form
o~
.
Transaction form for new Vendor- 3 Rise -
Truck Hire Services
o~
Choose File | Transaction.._ruck Hire.pdf
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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.

Vendor

N N =R

[ Insert Mode ]

Republic

Business ID

1s TIN Number Exempt O

* Addresses * Contacts * Vendor Business Types Institutions Attachments
[ O ]

Select Information

Download

Title:Vendor Transactional Form I Form- 3 Rise Truck Hire.pdf

A TR A

By: size: 367
E,I”tabsm on 9/8/2023
TEKANU

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 =R
button.

Vendor

KN E=W SN NCE

Code

Eligibility Status Eligible =

Workflow Process Status

Aransition -
=

= Name For Approval (Companies)
For Approval (Employees/Individuals
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Transition For Approval (Companies) v

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

Transition

Application Language English .

Step Note

#

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

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.

Vendor

N &9 =0 0 &8

= VVendor Classification Type

Treasury Bank Account

Bank Account
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Step 2. Add the details below then click the update and return button.

Bank Account

= Financial Institution ANZ Kiribati - _
* Branch ANZ Kiribati v  Ap—
.

Currency AUD - _

= Account Number 252287

IBAN

National Transfer Code
* Bank Account Name Kokoria Taake P
Account Type

Type Of Bank Account Saving . _
Routing Information
Comments

Intermediary Bank BIC

= Is Active

= Created On

2/1/2024

Commercial Bank Account Name
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Step 3. Go to the attachment tab to add the bank details of the vendor

Vendor

oJalJefJolw

[ Update/Delete Mode ]

Business ID

Employee

Is TIN Number Exempt [j

* Contacts * Vendor Business Types Institutions Attachments
“

Select Address

Step 4. Click the New button

Vendor

L ojajsjocle

[ Update/Delete Mode ]

Customer

Employee

Business ID

Is TIN Number Exempt [j

* Addresses * Contacts * \endor Business Types Institutions Attachments
s

Select Information Download
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Step 5. Provide the details as necessary then click the Save and Return button.

Vendor

Information

Application ID

Attachment Classification

Application Language English -

* Title Invoice with Bank Details

Description

« Attachment Choose File | Invoice pdf h
Date Time

Date
User

Ca=a

Step 6. Click on the Update button.

Vendor

o jajsjo]s

S
FreeBalance

[ Update/Delete Mode ]

Employee

Is TIN Number Exempt

g

* Addresses * Contacts * Vendor Business Types

Institutions Attachments

EN KE =8 5N

Select

Information

Title:Invoice with Bank Details
By:
Tiraka
Tabera

on: 24/1/2024

FreeBalance Confidential
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Download

Invoice.pdf

Size: 27.4
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Step 7. Click Ok on the message displayed.

Vendor apac.freebalance.com says

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

[ Update/Delete Mode ]

Is TIN Number Exempt D

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.

Vendor

ojajesjojelol <

[ update/Delete Mode ]

Business ID

Employee

Iz TIN Number Exempt [j

* Contacts * \endor Business Types Institutions Attachments

Select Address

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

Vendor

[ update/Delete Mode ]

Code 2007087

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.

Change Request

e jales

[ update/Delete Mode ]

= Application ID 969

- Workflow Status Approval Requested

Workflow Process Status Approval Requested

Restricted Properties Only [ ]

* Last Operation Sequence

Change Request Type Vendor Changes

Restriction Context _ L
Changes in Vendor
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Step 11. The list of the Users assigned are displayed. The follow up can be made to these users.

Change Request

Workflow History

Current Stage

Filter On Execution Step Type

Execution Date Description Transition Type From Stage To Stage Workflow User Step Not
Execution Step
Type
23/1/2024 Request for Approval Manual Approval Requested Completed bmarea
12:35:03
23/1/2024 Reject Manual Approval Requested Rejected Assigned btamueru
12:35:03
23/1/2024 Reject Manual Approval Requested Rejected Assigned eturaki
12:35:03
23/1/2024 Reject Manual Approval Requested Rejected Assigned tneemia
12:35:03
23/1/2024 Review Manual Approval Requested Reviewed Assigned btamueru
12:35:03
i 23/1/2024 Review Manual Approval Requested Reviewed Assigned eturaki
12:35:03
23/1/2024 Review Manual Approval Requested Reviewed Assigned tneemia
12:35:03

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.

FreeBalance Confidential
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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.

Commitment

lojajsjojojo)j=s]o

[ Update/Delete Mode ]

Commitment Number

COMM-24-17-0006
= Fiscal Year FY 2024
= Fiscal Period JANUARY
= [ssue Date 16/1/2024

= Workflow Status .
Approved

Workflow Process Status

Approved
= Commitment Type Departmental Warrant -
= Posting Status Save
= Origin Manual
= Vendor 2016170 C( E ’
Name Tioti OREA

Step 2. Provide the new *Vendor Name* and then click the Find button.

Vendor

o jajls

[ Search Mode ]

Code

Eligibility Status

Name *tioti* |

fad Pp gy N |
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Step 3. Click to select the new Vendor from the list.

Vendor

KN N =R ES

[ Selection Mode ]

Code Name

0007740 Reei Tioti

0007766 Tiotibin BITAMATANG
0008063 Rouata TIOTI
0180561 Tekennara Tioti
0200042 Marutaake TIOTI
0421004 Rooti TIOTI

1637 Tioti's Kids

1893 Tiotipa

2000178 Bwebwetaake TIOTI KANTERA
2001053 Tioti IOANE I

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

Commitment

— N .
o ] a [T Z
[ vpdate/Delete Mode ]
= Issue Date ;

16/1/2024

= Budget Office 1702

= Workflow Status

Approved

Workflow Process Status .
Approved

= C ti tT
ommitment fype Departmental Warrant

= Posting Status

= Origin Manual

~ Vendor 2001053 |

Name Tioti IOANE

FreeBalance Confidential
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Step 5. Click the Update button.

Commitment

Q) @] =l
[ Update/Delete Mode ]

Approved By tmetutera

Approved On

16/1/2024 12:17:43

Description
P Travel Expenses

Attachments
T

Select Serial Coding Block Amount AUD Balance AUD
Number
[j 1 1701/1101/00000/25/226112/011 110.50 0.00

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

> C Mm 25 apac.freebalance.com/KiribatiMIG/faces/fbFramesetTemplate.xhtml

apac.freebalance.com says

Code COMM-24-01-0002 updated

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.

‘ Expendituines

Payment Voucher Work Flow Tracking

[ Reports

Step 2. Click the New “button.

Payment Voucher

[ Search Mode ]

; Voucher Number

Step 3. Select the “State Fund DW" from the dropdown list.

Payment Voucher

Voucher Number

= Fiscal Year FY 2024

= Fiscal Period SEPTEMBER

= Voucher Date

= Payment Voucher Classification

= Accounting Office

State Fund DW

= Payment Voucher Status | State Fund EFTPOS Withdrawal
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Step 4. Enter the Institution code in the Accounting Office. PS: Make sure to select your Accounting
Office.

* Accounting Office

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

+ Vendor @

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

Vendor

[ Search Mode ]

Code

Eligibility Status

Name

*Abaiang|Multiple

Shart Name

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

Vendor

o Jafe ]

Code Name Short Name

20670 Abaiang_Multiple ABM

Step 8. Make sure that the Bank Account Number of the Vendor is set on “Not Required, Pay Cash”.
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Name Abaiang Multiple

* Bank Account

Not Required, Pay Cash v _

Branch 018970-ANZ Tarawa, Kiribati

Bank ANZ Kiribati

Step 9. Enter the Customer name & Claim Date in Invoice/Claim Number and Date in Invoice/Claim
Date

Payment Voucher

o jajls

[ Insert Mode ]

e Atinimarawa .CoO. Cl

= Bank Account

941946 -
Branch ANZ Kiribati
Bank ANZ Kiribati
* Invoice/Claim Number *_
Customer name & Claim date

= Invoice/Claim Date

1/3/2024

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

= Payment Location

MFED Treasury -
= Payment Mode by Fund Type - ~-—
* Treasury Bank Account Recurrent Budget - Payments

Development Budget - Payments

Step 11. Make sure to select the correct Treasury Bank Account. Please note that each island has each
own Treasury bank account.
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Payment Voucher
L Q

MFED Treasury -

* Invoice Receipt Date
* Payment Location

* Payment Mode by Fund Type Recurrent Budget - Payments v

* Treasury Bank Account 621219-21 ] ﬂ
o Cace L Q J &
631811 @

* Payment Term

Immediate v

tkeeko G’l

Created Date

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.

Approved Date Teretia loane - Payment of motorbike hire for periods

Narration 12/09/25-25/09/25. Comm-25-08-001 North Tarawa, WSVV-25-
17-1234
* payment Voucher Line [tems * Payment Voucher Payment Details Attachments
| 0
Select Serial Commitment Coding Block Description Amount AUD Tax Amount Net Amount
Number Item AUD AUD

Step 13. Click the Import Commitment Item
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Commitment Item

KN KN E5 B3 TS

Serial Number

Status

Coding Block ﬂ
~

Commitment

Step 14. Click the Search button.

Commitment Item

[ Search Mode ]

Serial Mumber

Step 15. Click to select the Commitment to pay.

Commitment Item IFMIS - TRAINING

[ Selection Mode ] i > Ex

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

Step 16. Go to Attachment Tab and click New Button
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Payment Voucher Trainir

lejcajeoja

[ Insert Mode ]

»
"

Approved By

Approved Date

* Narration : . .
Customer name, Payment details, commitment# & island name|

L —

* Payment Voucher Line Items * Payment Voucher Payment Details Additional Information

(EEEE EEE N

Payment Voucher

Attachment Classification Outer Island Trs Docurnents . —

Application Language

English
= Title i i invoi +—
Scan copy of Customer certified claim letter/invoice p
= Description Scan copy of Customer certified claim =
T —
letter/invoice y

‘ Choose File n o file chosen

* Attachment

Date Time

Date 30/9/2025

User

NOTE: The attachment depends on types of claims:

1. Claim letter - a certified claim letter
2. Allowances - attendance
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« Pmert Voucher Byt Detall. | Attachments
:
Lo [ &

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

Step 17. Navigate to the Transition field of the screen and select the “Request for Authorization" from
the dropdown list then.

= Payment Voucher Status

Workflow Process Status

Transition P
-

Posting Status Cancel

Request for Authorization

Step 18. Click the Transition Ebutton.

= Payment Voucher Status

Workflow Process Status

Transition Request for Authonzation - @

Posting Status

N
&)
m

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.

Transition

Application Language English .

Step Note
#

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

@
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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.

Payment Voucher

lejaje

[ Search Mode ]

Voucher Number q ]

Fiscal Year

Fiscal Period

Voucher Date

Payment Voucher Classification
Multi Vendor Payment Method

Accounting Office E

Payment Voucher Status

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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[ View Mode ]

Voucher Number

= Fiscal Year

= Fiscal Period

= Voucher Date

* Payment Voucher Classification

= Accounting Office

= Payment Voucher Status

Workflow Process Status

* Posting Status

* Origin

* Currency

= Exchange Rate

= Total Amount AUD

= Total Amount FC

Journal Voucher

10
FY 2026
JANUARY
14/1/2026

State Fund DW
Approved
Paid
Saved
Manual
AUD

1.0000000000

300.00

0.00

Is Purchase Order Related Payment Voucher D

is Prepaid [v]

Step 3: Check your download file on your computer. The PV report looks like this:
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GOVERNMENT OF KIRIBATI

Ministry of Finance and Economic Development
P. O. Box 67, MFED, Bairiki, Tarawa, Republic of Kiribati

PAYMENT VOUCHER
Payment For - Quter Island Abaiang (17AB) Number - 10
Payee Name . Abaiang Multiple Payment Method : Cash
Payee Address : abaiang island council
Payee Bank Account  : bank: anz kiribati/ account number: not required, pay cash
Invoice Number/s :oinv 111
No. Item Description and Accounts Gross Amount Tax Amount | Net Amount (AUD)
(AUD) (AUD)
1 pmt to motorbike hire for XXX for NEPO Staff 200.00 0.00 200.00

1704/1101/00000/21/211111/011
MFED- NEPO/Cons. Fund- GoK/Not Defined/Abaiang/Salaries/Executive and
legislative organs, financial and fiscal affai
2 PMT to YYY for maneaba hire for NEPO staff 100.00
1704/1101/00000/21/211111/011

MFED- NEPO/Cons. Fund- GoK/Not Defined/Abaiang/Salaries/Executive and
legislative organs, financial and fiscal affai

0.00 100.00

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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GOVERNMENT OF KIRIBATI
Ministry of Finance and Economic Development
P. O. Box 67, MFED, Bairiki, Tarawa, Republic of Kiribati

PAYMENT VOUCHER
Payment For ' . Treasury (1702) Number 11
Payee Name : Temwaka Kubaieta Payment Method  : Cash
Payee Address : betio
Payee Bank Account  :  bank: anz kiribati/ account number: 1435475
Invoice Number/s : Invllll
No. Item Description and Accounts Gross Amount Tax Amount | Net Amount (AUD)
(AUD) (AUD)
1 test 2.00 0.00 2.00
1702/1101/00000/21/211111/011
MFED- Treasurv/Cons. Fund- GoK/Not Defined/Abaiang/Salaries/Executive and
legislative organs, financial and fiscal affai
= . NAC T a G
'\Q(twey 1 N F‘NO\)»Jf SA ) o
Reca . Tekw Yo @m&
D 05 Sy Q Qe
QC tavey 2 Ngne A\N\\y\/{’ S "F\/"(
Net Payable Amount (AUD) $2.00
Prepared By " Takareti KEEKO (Island Treasurer) Approved By Treasury - ()
Authorized By Line Ministry : Tiebane Merimeri (Deputy Accountant  Approved Date/Time
. General

1 certify that: a) the voucher is correct in every particular, b) the payment is in accordance with Financial Regulations, ¢) all debits and credits have been
entered in the votes ledger and d) I have authority to sign and that amount of ** TWO Dollars**

Authorized for payment by () on

Date and Time Printed: Jan 14, 2026 4:35 PM

Jan 14, 2026 4:35 PM

Printed By: tmevimeri

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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@ FreeBalance e

& httpsy//ifmis-kiribati freebalance.com/trm/faces/fbFramesetTemplate.xhtrml

Payment Voucher Kiribati Training Instance
=
T—

(o jaoajojojofolo R

Payment Mode &y Fund Type

+ Traasury Bank Accaunt

B

Offset Code

B

Nasrati
S — oot

| 5°F Partly sunny

[ ]|

@ FreeBalance e

) httpsy//ifmis-kiribati freebalance.com/trm, ramesetTemplate.xhtmi

Engiish
i
#
* Description
#
i | No i hosan
Amachment Cil
Date Time
Date =]
User

L1

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
Original Shipping Receipt must be stamped from the shipping company
Original Bill of Lading must be stamped from the shipping company
Original invoice from the Suppliers
Original Letter from Member of the Parliament, stamped and certified by the court clerk

maon o

The process flow diagram is provided below:
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Outer Island Council

MFED Accounts/ MFED

SRO
Treasury Approvers Freight Island Asst. Accountantf

Accounts Officer Island Council Clerk

Prepare
Departmental
Warrant

MFED SRO- Authorizes Approve Departmental Send Submit
Deparimental Warrant Warrant Supporting Supporting
Documents Documents

Departmental
Warrant

MFED Accounts- Prepare
Endorses Commitment Commitment

Approve Commitment

Approve Payment Prepare Payment Authorize Payment
Voucher * Voucher Voucher

* Approvers
- Freight Refunds: MFED Treasury Freight Section

The process description for Freight Refunds and Copra Payments is as follows:

—_

Freight Section prepares DW for Freight Refunds or Copra Payments
MFED Accounts/ MFED SRO authorizes the DW
Treasury Approvers approves the DW
DW generated in IFMIS
Treasury Freight prepare Commitment
MFED Accounts endorse commitment
Treasury Approvers approve commitment
Commitment generated in IFMIS
Vendors submit all supporting documents (as detailed above) for Freight Refunds to the Island
Council
. 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)

WO NOU A WN

—_
o

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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‘ Expenditlras

Payment Voucher Work Flow Tracking

) Reports

Step 2. Click the New “button.

Payment Voucher

[ Search Mode ]

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

Payment Voucher

* Voucher Date 23/9/2024

= Payment Voucher Classification .

State Fund Copra Payments b

= Payment Voucher Status | State Fund DW
State Fund EFTPOS Withdrawal

State Fund Freight Refund h

| State Fund POSMO ‘

= Posting Status

Not Posted Reason

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

Step 5. Validate of the following default data.
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Payment Voucher

Invoice/Claim Number
Invoice/Claim Date

= Invoice Receipt Date 23/9/2024

= Payment Location

= Payment Mode by Fund Type

Outer Islands - b
hd

Recurrent Budget - Payments

= Treasury Bank Account 621212

Offset Code

Payment Term Immediate e

Note: Make sure that the Payment Mode by Fund Type is “Recurrent Budget - Payment”.

Payment Voucher

lojajej] s

[ Insert Mode ]

Invoice/Claim Number
Invoice/Claim Date
* Invoice Receipt Date 4/2/2026

* Payment Location

Outer Islands v
* Payment Mode by Fund Type .
« Treasury Bank Account .
Recurrent Budget - Payments
Offset Code Development Budget - Payments

Step 6. Enter the Narration and click the New button.
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Narration Freight Refund - Makin Sept 23
y
¥ payment Voucher Line Items * Payment Voucher Payment Details Attachments
D =N
Select Serial Commitment Coding Block Description Tax Am

Number Item Import Commitment ltem

Step 7. Click the Search button

Commitment Item

[ Search Mode ]

Senal Number

Step 8. Click to select the Commitment to pay.

Commitment Item

N kN El ES
[ Selection Mode ] # > Expenditures >

Republic of Kiribati
FreeBalance Application Suite

c
Select Commitment Created On Serial Number Coding Block Amount Domestic Description Select A1 4
E\ COMM-24-10-0012 11/1/2024 12:55:14 1 1004/1101/00000/91/221113/086 32.80 Freight and Handling_charges
E\ COMM-24-17-0150 19/2/2024 14:16:39 1 1702/7102/00000/91/282166/011 1,714.24 freight refund - Imbo
D COMM-24-21-0383 22/2/2024 16:08:44 1 1702/7102/00000/91/282166/011 155,745.05 Freight refund - Kiritimati Is.

Step 9. Click the Save button.
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. .
. .
H H

Select  Serial Commitment Coding Block Description Amount AUD  Tax Amc
Number Item

1702/7102/00000/30/282166/011 Freight 1,000.00

i * Payment Voucher Line Items * Payment Voucher Payment Details Attachments

=1
Ei 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.

= Payment Voucher Status Created

Workflow Process Status
Prepared

Transition -~
-

Poshing Status Cancel

Request for Authorization

Step 10. Click the Transition Ebutton.

= Payment Voucher Status Created

Workflow Process Status
Prepared

Transition Request for Authorization - @

Posting Status

Saved
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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.

Transition

Application Language English .

Step Note

@

%

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

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:

QOuter Island Council

Customer

Exam Section Treasury Approvers elart bt b Island Council Clerk

Accounts Officer

Withdraw
(EFT and SB
25)

Deposit Cash

(EFT and SB .
25) POSMO/ N Authorize Journal
| EFTPOS/ Voucher
SB25

POSMO Pay

Review Journal Voucher g

POSMO Issue
Approve Journal
Voucher

il

{Receipt)

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.

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. EFTPOS
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, aJVin 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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General Ledger

Support Entities

Sub Ledgers

Journal Vouchers
Extended Account Inquiry

Reports

Step 2. Click the New nbutton.

Journal Voucher

[ Search Mode ]

Step 3. Current Fiscal year, fiscal period and voucher date will automatically be inserted, then you need
to insert your Accounting office.

Journal Voucher

N =W EEE 0l

[ Insert Mode ]

Voucher Number

= Fiscal Year

FY 2026 -
= Fiscal Period AUGUST -
* Voucher Date 26-08-2026
= Accounting Office
* Status
Prepared

* Posting Status

Not Posted Reason

Payment Location
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Step 4. Click the lookup button shown below

Journal Voucher

[ Insert Mode ]

Voucher Number

-
Fiscal Year FY 2026 -

* Fiscal Period AUGUST
-

* Voucher Date 26-08-2026

* Accounting Office

®
Status Prepared

* Posting Status

Not Posted Reason

Payment Location

Step 5. Click Find Button

Institution

Lo 1 a1 = §j < J o

[ Search Mode ]

Code
Workflow Status
Workflow Process Status

Institution Code

Is Active

Institution Type

Is Central Government

Organization Start Date

Organization End Date
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Step 6. Scroll down and click on your respective island.

Institution

170B Imprest Unit

1710 MFED-KFSU

17AB Abaiang
17AE Arorae
17AM Abemama

17AR Aranuka
17BN Banaba
17BR Beru

17BT Butaritari

17KT Kanton

17KU Kuria

17MA Maiana

17MK Makin

17ZMR Marakei

17NK Nikunau

17NN Nonouti

17NT North Tarawa

170N Onotoa

17TF Tabuaeran (Fanning)

17TM Tamana

Step 7. Then, select classification according to the transactions;
SB25 - State fund SB25
EFTPOS - State fund EFTPOS
POSMO - State fund POSMO

Journal Voucher

Adjustments
Commitment Adjustment
Inter Ministry Transactions
Not Posted Reason Month/ Year End Adjustments -
Outer Island Transactions
Payment Location Overseas Missions/Embassies Tr
Postal Petty Cash Transaction

= Currency Project Remaining Fund Acquit
Reallocation Adjustment

= Exchange Rate Reallocation Ministry to Minis
Retirement of Credit Card Adv.

= Type Betirement of Imprest

State Fund EFTPOS
= General Ledger Behavior State Fund POSMO

State Fund SB25

= Classification

= Total Debit Amount AUD 0.00

~ Total Debit Amount FC 0.00

~ Total Credit Amount AUD 0.00

= Total Credit Amount FC

88

FreeBalance Confidential




SR
FreeBalance

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)”

Journal Voucher

KN =N
= Total Debit Amount FC 0.00
= Total Credit Amount AUD ooo
= Total Credit Amount FC 0.00
Created Date 26.08.2026_19:46:51

Approved By

Approved Date

* Origin Manual

Entity

Narration

m Attachments

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.

.m Attachments
N

Selei orrelative Coding Block Debit Amount AUD
D

Debit Amount FC Credit Amount AUD  Credit Amount FC

89

FreeBalance Confidential

\




SR
FreeBalance

9.1.1b Then Click Elements View button

Journal Voucher Item

+ Correlativa ID

* Coding Block
‘ ) ’ S}
4 N——

Sub Ledger Type Not Applicable

* Description
Commitment (PO) ﬂ
Commitment (PO) Item

Close Remaining Commitment (PO) Item ]

* Debit Amount AUD
* Debit Amount FC

* Credit Amount AUD

9.1.1¢c, 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

SUB_HEAD 1702 - MFED- Treasury -

FUNDING
AGENCY

PROJECTS

1101 - Cons. Fund- GoK -

00000 - Not Applicable -

LOCATION

NATURAL
ACCOUNT

CODE
COFOG 621212 - State Fund

621231 - No.1 Account

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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Journal Voucher Item

= Correlative ID

= Coding Block
J 1702/1101/00000/38/621231
/000

N Iy

EE EEN KW
Bank Account

Sub Ledger Code Description

Sub Ledger Type

No.1 Account

" Description Withdrawal - SB, first three letters of the island,

SB number, transaction date.

Commitment (PO) ﬂ

Commitment (PO) Item

LI

Close Remaining Commitment (PO) Item D

= Debit Amount AUD 200.00

= Debit Amount FC

9.1.1e Fill in the Transaction Number as follow “W-SB#,First three letters of the island,date”. Then
click the save button.

Reconciliation Type
Cheque Series
Cheque Or Deposit Number

Cheque Or Deposit Date

Transaction Number W-SBi#,First three letters of the

Payee Reference

Is Normal Roll Up Applied

* Jv Item GSLR Ancestor

Application ID Description
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9.1.1f Click new button again

.m Attachments
LT

orrelative Coding Block Debit Amount AUD
D

Debit Amount FC Credit Amount AUD  Credit Amount FC

+ Correlative ID

= Ceding Block “"
2
. S &
S~——”

Sub Ledger Type Not Applicable -

» Description

Commitment (PC) ﬂ
Commitment (PO} Ttem .

Close Remaining Commitment (PO) Ttem  []

= Debit A t AUD

ebit Amoun 0.00
* Debit Amount FC o oo
* Credit Amount AUD 0.00

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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SUB HEAD 1702 - MFED- Treasury

FUNDING
AGENCY

PROJECTS

1101 - Cons. Fund- GokK

00000 - Not Applicable

LOCATION

NATURAL
ACCOUNT
CODE

COFOG 621212 - State Fund

621231 - No.1 Account

9.1.1i Then enter the following:

S
FreeBalance

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

Credit Amount: Total of SB25 withdrawal.

Journal Voucher Item

= Correlative ID

* Coding Block

1702/1101/00000/38/621212

/000

Sub Ledger Type Not Applicable

LI

=S N KN R

* Description

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

LI

Commitment (PQ)
Commitment (PO) Item

Close Remaining Commitment (PO) Item D

= Debit Amount AUD

= Debit Amount FC

0.00

0.00

= Credit Amount AUD

200.00

= Credit Amount FC

FreeBalance Confidential
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9.1.1j Then click the save button.

Journal Voucher Item

Is Reconciled

Reconciliation Serial Number
Reconciliation Date

Reconciliation Type

Cheque Series

Cheque Or Deposit Number

Cheque Or Deposit Date

Transaction Number

Payee Reference

1s Normal Roll Up Applied

Description

9.1.2 SB25 Deposits
9.1.2a Click the new button.

orrelative Coding Block Debit Amount AUD  Debit Amount FC Credit Amount AUD Credit Amount FC

9.1.2b Then Click Elements View button

Journal Voucher Item x

+ Correlative ID

= Ceding Block

Sub Ledger Type Not Applicable .

= Description
Commitment (PO} ﬂ
Commitment (PO} Item

Close Remaining Commitment (PO) Item ]

= Debit Amount AUD

= Debit Amount FC

= Credit Amount AUD
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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

SUB_HEAD 1702 - MFED- Treasury A

FUNDING
AGENCY

PROJECTS

1101 - Cons. Fund- GoK hd

00000 - Not Applicable v

LOCATION

NATURAL
ACCOUNT

CODE
COFOG 621212 - State Fund

621231 - No.1 Account

4

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

Journal Voucher Item

= Correlative ID .
3

= Coding Block
9 1702/1101/00000/38/621212

/000

n 4Ip

=W N W N

Sub Ledger Type Not Applicable -

~ Description Deposit - SB, first three letters of the island, SB

number, transaction date

Commitment (PO) E

Commitment (PO) Item

AL

Close Remaining Commitment (PO) Item \:|

= Debit Amount AUD

= Debit Amount FC

0.00
= Credit Amount AUD 0.00
= Credit Amount FC 0.00

95

FreeBalance Confidential

\




S
FreeBalance

9.1.2e Then Click ‘Save and Return Button'.

Journal Voucher Item

Is Reconciled

Reconciliation Serial Number
Reconciliation Date

Reconciliation Type

Cheque Series

Cheque Or Deposit Number
Cheque Or Deposit Date
Transaction Number

Payee Reference

Is Normal Roll Up Applied

Application ID Description

9.1.2f Click new button again

orrelative Coding Block Debit Amount AUD  Debit Amount FC Credit Amount AUD  Credit Amount FC
i

9.1.2g Then Click Elements View button

Journal Vioucher Item

* Correlativa ID

* Coding Block

Sub Ledger Type Not Applicable -

» Description
Commitment (PO) ﬂ
Commitment (PO) Item

Close Remaining Commitment (PO) Item  []

* Debit Ameunt AUD
*+ Debit Amount FC

= Credit Amount AUD
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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

SUB_HEAD 1702 - MFED- Treasury -

FUNDING
AGENCY

PROJECTS

1101 - Cons. Fund- GoK -

00000 - Not Applicable -

LOCATION

NATURAL
ACCOUNT
CODE

COFOG 621212 - State Fund

621231 - No.1 Account

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.

Journal Voucher ITtem

* Coding Block A
/000 4

Sub Ledger Type Bank Account

-

Sub Ledger Code Description

No.1 Account

- Description Deposit - SB, first three letters of the island, SB

number, transaction date - deposit

Commitment (PO) ﬂ

Commitment (PO) Ttem

Close Remaining Commitment (PO) Item D

= Debit Amount AUD

= Debit Amount FC

= Credit Amount AUD

= Credit Amount FC
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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.

Reconciliation Type
Cheque Series
Cheque Or Deposit Number

Cheque Or Deposit Date

Transaction Number D-SB# ,First three letters of the

Payee Reference

Is Normal Roll Up Applied

* Jv Ttem GSLR Ancestor

Application ID Description

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

Journal Voucher TRAINING INSTA

FreeBalance Application
o ] a

[ Insert Mode ] # > General Led

Narration

SB 25 withdrawal and deposits for (date), island name

N
Select Correlative Coding Block Debit Amount AUD Debit Amount FC Credit Amount AUD  Credit Amount FC
ID
1702/1101/00000/38/621231/000 200.00 0.00 0.00 0.00
1702/1101/00000/38/621212/000 0.00 0.00 200.00 0.00
1702/1101/00000/38/621212/000 350.00 0.00 0.00 0.00
1702/1101/00000/38/621231/000 0.00 0.00 350.00 0.00
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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.

.EI. Attachments
N

Select Correlative Coding Block Debit Amount AUD  Debit Amount FC Credit Amount AUD Credit Amount FC
D

9.2.1b Then Click Elements View button

* Correlative ID

* Coding Block
( = ' &
N ——
Sub Ledger Type Not Applicable
- Description
Commitment (PO) E
Commitment (PO) Ttem .

Close Remaining Commitment (PO) Ttem  []

* Debit Amount AUD

* Debit Amount FC

= Credit Amount AUD

9.2.1¢, 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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FUNDING
ACCOUNT
CODE

621237 - EPOS- QOuter Island Bank A/C

9.2.1d Then enter the following:
Subledger code: 621237

Description: withdrawal - Batch #, TID #
Debit Amount: Amount per EFTPOS receipts.

= Correlative ID

= Coding Block a
/000 4
5ub Ledger Type Bank Account v

Sub Ledger Code Description EPOS- Outer Island Bank A/C

= Description Withdrawal - Batch#, TID #

Commitment (PO) ﬂ
Commitment (PO) Item

Close Remaining Commitment (PO) Item |:|

= Debit Amount AUD

300.00
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9.2.1e Fill in the Transaction Number “same as in the Description”. Then click the save button.

Reconciliation Type -
Cheque Series

Cheque Or Deposit Number

Cheque Or Deposit Date
[ransaction Number Withdrawal - Batch#, TID #

Payee Reference

Is Normal Roll Up Applied

Application ID Description

9.2.1f Click new button again

NN NEN NEN GE

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

9.2.1g Then Click Elements View button

Journal Voucher Ttem

+ Correlative 1D

» Coding Block.
( = ’ S}
—

Sub Ledger Type Not Applicable -

* Description

Commitment (PO) ﬂ
Commitment (PO) ttem .

Close Remaining Commitment (PO) Ttem ]

Debit Amount AUD 0.00
* Debit Amount FC 0.00
* Credit Amount AUD 0.00
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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

SUB_HEAD 1702 - MFED- Treasury -

FUNDING
AGENCY

PROJECTS

1101 - Cons. Fund- GoK -

00000 - Not Defined hd

LOCATION

NATURAL
ACCOUNT

CODE
COFOG 621212 - State Fund

621237 - EPOS- Quter Island Bank A/C

9.2.1i Then enter the following:
Description: withdrawal - Batch #, Tid #
Credit Amount: Total amount of EFTPOS withdrawal.

Journal Voucher Item

/000 4

Sub Ledger Type Not Applicable

= Description Withdrawal - Batch #, Tid #

Commitment (PO)
Commitment (PO) Item

Close Remaining Commitment (PO) Item ]

+ Debit Amount AUD

= Debit Amount FC

* Credit Amount AUD

* Credit Amount FC

li fi
Reconciliation Transaction Type Reference Adjustrmant
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9.2.1j Then click save and return button.

Is Reconciled

Reconciliation Serial Number

Reconciliation Date

Reconciliation Type

Cheque Series

Cheque Or Deposit Number

Cheque Or Deposit Date
Transaction Number

Payee Reference

1s Normal Roll Up Applied =]

Application ID Description

ca=n

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.

KN EEN EER =R

Seles orrelative Coding Block Debit Amount AUD Debit Amount FC Credit Amount AUD Credit Amount FC
D

9.2.2b Then Click Elements View button

urnal Voucher Item

* Correlative ID

* Coding Block ﬁ
2 a

Sub Ledger Type Not Applicable

* Description
Commitment (PO)
Commitment (PO) Item

Close Remaining Commitment (PC) Ttem ]

*+ Debit Amount AUD
* Debit Amount FC

* Credit Amount AUD

103

FreeBalance Confidential

\




SR
FreeBalance

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

SUB HEAD 1702 - MFED- Treasury -

FUNDING
AGENCY

PROJECTS

1101 - Cons. Fund- GokK -

00000 - Not Defined -

LOCATION

NATURAL
ACCOUNT

CODE
COFOG 621212 - State Fund

621237 - EPOS- Outer Island Bank A/C

4

9.2.2d Then enter the following:
Description: Deposits -TIN #, last four digit # per card holder
Debit Amount: Total EFTPOS deposit.

Journal Voucher Item

* Correlative ID

* Codi Block a
/000 £

Sub Ledger Type

Not Applicable -~

* Description Deposit - TIN #, last four digit # per card holder

z

Commitment (PO)

Commitment (PO) Item

Close Remaining Commitment (PQO) Item D

* Debit Amount AUD 320.00

* Debit Amount FC

* Credit Amount AUD
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9.2.2e Then click save and return button.

Journal Voucher Item

Is Reconciled

Reconciliation Serial Number
Reconciliation Date
Reconciliation Type

Cheque Series

Cheque Or Deposit Number
Cheque Or Deposit Date

Transaction Number

Payee Reference

Is Normal Roll Up Applied

Application ID Description

.m Attachments

orrelative Coding Block Debit Amount AUD Debit Amount FC Credit Amount AUD Credit Amount FC
ID

9.2.2g Then Click Elements View button

Journal Voucher Ttem

+ Correlative 1D

» Coding Block

Sub Ledger Type Not Applicable -

» Deseription

Commitment (PO) ﬂ

Commitment (PO) Item

Close Remaining Commitment (PO) Item ]

* Debit Amount AUD
* Debit Amount FC

 Credit Amount AUD
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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
SUB_HEAD 1702 - MFED- Treasury -
FUNDING
AGENCY 1101 - Cons. Fund- Gok M
PROJECTS 00000 - Not Defined -
o :
ACCOUNT
CODE
COFOG 621212 - State Fund

621237 - EPOS- Outer Island Bank A/C

9.2.2i Then enter the following:

Subledger code: 621237

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

= Coding Block o
’ 1 [02/1101/00000/38/621237 y n E
/000 4
Sub Ledger Type Bank Account -

* Sub Ledger Code

Sub Ledger Code Description EPOS- Outer Island Bank A/C

* Description Deposit - TID #, the last for digits per card holder

Commitment (PO) E

Commitment (PQO) Item

Close Remaining Commitment (PQ) Item D

= Debit Amount AUD 0.00

Debit Amount FC 0.00

= Credit Amount AUD

320.00
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9.2.2i Fill in the Transaction Number “same as in the Description”. Then click the save button.

Reconciliation Type
Cheque Series
Cheque Or Deposit Number

Cheque Or Deposit Date

Transaction Number Deposit - TID #, the last for digi

Payee Reference

Is Normal Roll Up Applied

= Jv Item GSLR Ancestor

Application ID Description

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

Journal Voucher TRAINING
e | Q| e
[ Insert Mode ] & > Ge

Narration

EFPOS withdrawal and deposits for (Date) and (Island names)

* Ttems
~—
Kl
Select Correlative Coding Block Debit Amount AUD Debit Amount FC Credit Amount AUD  Credit Amount FC
ID

1 1702/1101/00000/38/621237/000 300.00 0.00 0.00 0.00

2 1702/1101/00000/38/621212/000 0.00 0.00 300.00 0.00

3 1702/1101/00000/38/621212/000 320.00 0.00 0.00 0.00

4 1702/1101/00000/38/621237/000 0.00 0.00 320.00 0.00
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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.

.In Attachments
]

Selel orrelative Coding Block Debit Amount AUD  Debit Amount FC Credit Amount AUD Credit Amount FC
D

9.3.1b Then Click Elements View button

Journal Voucher Ttem

+ Correlative 1D

» Coding Block.
( = ’ S}
—

Sub Ledger Type Not Applicable

* Description

Commitment (PO)

Commitment (PO) Item

Close Remaining Commitment (PO) tem ]

* Debit Amount AUD
* Debit Amount FC

* Credit Amount AUD

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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Journal Voucher Item

Coding Block

5 E

suB D 1702 - MFED- Treasury .

FUNDING

PR, 1101 - Cons, Fund- Gok -

Lo o T e tos " Max [+
NATURAL

CODE

9.3.1d Then enter the following:
Description: POSMO - Paid (Names and Others) (Transaction date Issues) (Island Name).
Debit Amount: Total of POSMO Paid.

Journal Voucher Item

* Coding Block

;
/000 &

Sub Ledger Type Not Applicable

* Description POSMO - Paid (Names and Others) (Transaction s
date Issues) (Island Name) Vi

Commitment (PO)

Commitment (PO) Item

Close Remaining Commitment (PO) Item \:I

* Debit Amount AUD 300.00
* Debit Amount FC 0.00
* Credit Amount AUD 0.00
* Credit Amount FC 0.00

R iliation Ti tion T Refe
econciliation Transaction Type Reference Adjustment
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9.3.1e Then click save and return button.

Journal Voucher Item

Is Reconciled

Reconciliation Serial Number
Reconciliation Date
Reconciliation Type

Cheque Series

Cheque Or Deposit Number

Cheque Or Deposit Date

Transaction Number

Payee Reference

Is Normal Roll Up Applied

Description

.m Attachments
LT =R

Sele orrelative Coding Block Debit Amount AUD  Debit Amount FC Credit Amount AUD Credit Amount FC

9.3.1g Then Click Elements View button

Journal Vioucher Item %

* Correlative ID

* Coding Block

Sub Ledger Type Not Applicable -

* Deseription
Commitment (PO) ﬂ
Commitment (PO) Ttem

Close Remaining Commitment (PO) Ttem ]

* Debit Amount AUD

0.00
* Debit Amount FC 0.00
* Credit Amount AUD 0.00
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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

SUB_HEAD 1702 - MFED- Treasury -

FUNDING
AGENCY

PROJECTS

1101 - Cons. Fund- GoK -

00000 - Not Defined -

LOCATION

NATURAL
ACCOUNT
CODE
COFOG 142370 - Commission on money order
621212 - State Fund

631223 - POSMO (Money Transfer)

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.

Journal Voucher Item

* Coding Block -
/000 z

Sub Ledger Type Not Applicable

* Description POSMO - Paid (Names and Others) (Transaction

date Issues) (Island Name)

Commitment (PO)

Commitment (PO) Item

Close Remaining Commitment (PO) Item D

* Debit Amount AUD

* Debit Amount FC

* Credit Amount AUD

* Credit Amount FC

Reconciliation Transaction Type Reference
Yp Adjustment
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9.3.1j Then click save and return button.

Is Reconciled

Reconciliation Serial Number
Reconciliation Date
Reconciliation Type

Cheque Series

Cheque Or Deposit Number

Cheque Or Deposit Date

Transaction Number
Payee Reference

1s Normal Rell Up Applied

Application ID Description

S

9.3.2 POSMO Issue

One consolidated )V per day to be passed for the lumpsum amount.
9.3.2a Click the new button.

.IB Attachments
=

Select Correlative Coding Block Debit Amount AUD  Debit Amount FC Credit Amount AUD Credit Amount FC
D

9.3.2b Then Click Elements View button

Journal Voucher Ttem

+ Correlative 1D

* Coding Block
( = ' €}

Sub Ledger Type Not Applicable -

» Deseription
Commitment (PO) ﬂ
Commitment (PO) Item

Close Remaining Cemmitment (PO) Item ]

* Debit Amount AUD
* Debit Amount FC

 Credit Amount AUD
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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
SUB_HEAD 1702 - MFED- Treasury -
FUNDING
AGENCY 1101 - Cons. Fund- GoK -
PROIECTS 00000 - Not Defined -
NATURAL
ACCOUNT M
CODE
COFOG 142370 - Commission on money order

621212 - State Fund
631223 - POSMO (Money Transfer)

9.3.2d Then enter the following:
Description: POSMO - ISSUE (Names and Others) (Transaction date Issues) (Island Name).
Debit Amount: Total POSMO Issue.

Journal Voucher Item

* Codi Block
/000 “

Sub Ledger Type Not Applicable v

* Description POSMO - ISSUE (Names and Others) (Transaction =
P

date Issues) (Island Name)

Commitment (PO)

Commitment (PO) Item

Close Remalining Commitment (PO) Item l:l

Debit Amount AUD 280.00

+ Debit Amount FC

* Credit Amount AUD

* Credit Amount FC

R iliation Ti tion T Ref
econciliation Transaction Type Reference Adjustment -
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9.3.2e Then click save and return button.

Journal Voucher Trem

Is Reconciled

Reconciliation Serial Number
Reconciliation Date
Reconciliation Type

Cheque Series

Cheque Or Deposit Number

Cheque Or Deposit Date

Transaction Number

Payee Reference

1s Normal Roll Up Applied

Application ID Description

-In Attachments

Sele: orrelative Coding Block Debit Amount AUD  Debit Amount FC Credit Amount AUD Credit Amount FC
D

9.3.2g Then Click Elements View button

Journal Voucher Item X

* Corralative ID

* Coding Block “’ a
S

Sub Ledger Type

Not Applicable v

* Description
Commitment (PQ) ﬂ
Commitment (PQ) Item

Close Remaining Commitment (PO) Item ]

* Debit Amount AUD

0.00
* Debit Amount FC 0.00
* Credit Amount AUD 0.00
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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

SUB HEAD 1702 - MFED- Treasury -

FUNDING
AGENCY

PROJECTS

1101 - Cons. Fund- GoK -

00000 - Not Defined -

LOCATION

NATURAL
ACCOUNT
CODE
COFOG 142370 - Commission on money order
621212 - State Fund

631223 - POSMO (Money Transfer)

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).

Journal Voucher Item

* Coding Block a
’ Tog/1101/00000/38/631223 p ﬂ
/000 p i1]

Sub Ledger Type

b

Not Applicable

: " -
= Description POSMO - ISSUE (Names and Others) (Transaction

date Issues) (Island Name) &

Commitment (PO)

Commitment (PO) Item

Close Remaining Commitment (PO) Item \:I

* Debit Amount AUD

0.00
= Debit Amount FC 0.00
= Credit Amount AUD 270.00
* Credit Amount FC 0.00

Reconciliation Transaction Type Reference

Adjustment
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9.3.2j Then click save and return button.

Journal Voucher Item

Is Reconciled

Reconciliation Serial Number
Reconciliation Date
Reconciliation Type

Cheque Series

Cheque Or Deposit Number
Cheque Or Deposit Date
Transaction Number

Payee Reference

1s Normal Roll Up Applied

Application ID Description

Correlative Coding Block Debit Amount AUD  Debit Amount FC Credit Amount AUD Credit Amount FC

9.3.2| Then Click Elements View button

Journal Voucher Item

* Correlative ID

* Coding Block

Sub Ledger Type Not Applicable -

* Description
Commitment (PO} ﬂ
Commitment (PO} ttem

Close Remaining Commitment (PO) Item ]

* Debit Amount AUD
* Debit Amount FC

* Credit Amount AUD
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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

SUB_HEAD 1606 - MICT- Kiribati post v

FUNDING
AGENCY

PROJECTS

1101 - Cons. Fund- GoK v

00000 - Not Defined v

LOCATION

NATURAL
ACCOUNT
CODE

COFOG

142370 - Commission on money order
621212 - State Fund
631223 - POSMO (Money Transfer)

9.3.2n Then enter the following.
Description: POSMO - Total Commission (Names and Others) (Transaction date Issues) (Island Name)
Credit Amount: Total Commission amount.

= Correlative ID

= Coding Block
g 1702/1101/00000/38/142370

/000

N

(o J:fafol

Sub Ledger Type Not Applicable N

= Description POSMO - Total Commission (Names and Others)

(Transaction date Issues) (Island Name)

Commitment (PO) E

Commitment (PQ) Item

NI

Close Remaining Commitment (PO) Item D

= Debit Amount AUD 0.00

* Debit Amount FC 0.00

= Credit Amount AUD 10.00

= Credit Amount FC

0.00
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9.3.20 Then click save and return button.

Journal Voucher Item

Is Reconciled

Reconciliation Serial Number

Reconciliation Date

Reconciliation Type

Cheque Series

Cheque Or Deposit Number
Cheque Or Deposit Date
Transaction Number

Payee Reference

Is Normal Roll Up Applied

Application ID Description

S

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

Journal Voucher

TRAINII
[ Insert Mode ] &>
Entity
Narration POSMO - issue and paid (Island Names) (Transaction Date)
4
* Items
KN ER
Select Correlative Coding Block Debit Amount AUD Debit Amount FC Credit Amount AUD  Credit Amount FC
D
1 1702/1101/00000/38/631223/000 300.00 0.00 0.00 0.00
2 1702/1101/00000/38/621212/000 0.00 0.00 300.00 0.00
3 1701/1101/00000/38/631223/000 0.00 0.00 270.00 0.00
4 1702/1101/00000/38/621212/000 280.00 0.00 0.00 0.00
5 1606/1101/00000/91/142370/000 0.00 0.00 10.00 0.00
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Step 10 Click attachments and then click new.

Journal Voucher

N =W EER

[ Insert Mode ]

Narration SB 25 withdrawal and deposits for (date), island name

N EEN WO

SelecC nformation Download

@O @P # I

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

Information

Application ID
Attachment Classification

Application Language English

* Title

Description

« Attachment Choose file lo file chosen

Date Time
Date

User

119

FreeBalance Confidential

\




S
FreeBalance

Step 12 Select the file and then click open

Application ID

Attachment —.

& open X
Application| ¢ = ~ 0> Documents > 2026 > Attachments ~ O search Attachments »
Organize ~  New folder =- 1 0
= Title ~ ) )
q Home Name Date modified Type Size
Ej Gall. h?_l Attachment JV-2026-JUN-17-3252 17/06/2026 10:24 am Microsoft Excel W... 11
allery

Description
> @ OneDrive

= Attachmen
@l Desktop »
Date Time

L Downloads #

P Pictures »

User o -

File name: ‘Attachment JV-2026-JUN-17-3252 ~ ‘ All Files ~

Open Cancel

Step 13 Then click the save and return button

Information

Application ID
Attachment Classification

Application Language English

-
Title SB 25 Deposits

Description SB 25 Deposits

Ch file | Attachment __ -17-3252 xlsx
~ Attachment

Date Time
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For two or more attachments click the new button again to upload more attachments.

Journal Voucher

CH =W EER

[ Insert Mode ]

Narration SB 25 withdrawal and deposits for (date), island name

EN EEN NN

Select Information Download
Title:SB 25 Deposits Attachment JV-2026-JUN-17-3252.xIsx
By: Tekamatoa Tointarawa on: 26-08-2026 Size: 10.69 KB

Step 14 After all attachments uploaded click the save button.

Journal Voucher

N =W =N

[ Insert Mode ]

Narration SB 25 withdrawal and deposits for (date), island name

- JUCAD 2

EN KN =N N

Select Information Download

RA
N

Title:SB 25 Deposits Attachment JV-2026-JUN-17-3252.xlsx
By: Tekamatoa Tointarawa on: 26-08-2026 Size: 10.69 KB

[ RNGEN )
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Step 15 Transition of the Journal Voucher.
Click the arrow button of the transition field and select Request for Authorization.

Journal Voucher

ECH =N BEH HCH il itl D

[ Update/Delete Mode ]

= Fiscal Year

FY 2026 hd
* * Fiscal Period JuLY -
= Voucher Date 56-08-2026
R A
¢ N
*
Status Prepared
Workflow Process Status
Prepared
@©
Transition
-
* Posti Stat
osting Status cancel
Request for Authorization
Payment Location
x
= Currency AUD -

Step 16 Then Click the transition button

Journal Voucher

N =N EEH #<H Bl Bl i

[ update/Delete Mode ]

* Fiscal Year

FY 2026 N

* Fiscal Period JuLy -

* Voucher Date 26-08-2026

* Accounting Office 17NT ﬂ
* Status Prepared

Workflow Process Status Prepared

Transition Request for Authorization - E

* Posting Status Saved

Payment Location -

* Currency AUD M
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Step 17 Select your Island clerk Name from the list and then click the save button.

Journal Voucher

Applicati L.
pplication Language English .
Step Note

4

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

®

Authorize by Line
Ministry v

Buike Marea
Chrisda Kaeti Ueanteiti
Ioane Barao

.
|ZI Koin Uriam-Kiritione

Maaman Ioakim

Ruteta Tetabo

3.4.2 How to Authorize the Journal voucher.

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

TRAINING INSTANCE l

—
FreeBalance
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Step 2. The menu bar on the right side will appear, then Click Dashboard button.

T
FreeBaland

Internal Messages

You have 5766 New
Messages.

DEELLLETL

Session Details

User: bmarea.

Last login:
20-09-2026 22:31:41
Language: English

Logout

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

User Dashboard

Transaction Type

Pending Tasks Deadline Reached Tasks
Accountable Advance 2807 2807
Payment Voucher 221 319

Joumal Voucher 116 116

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.

! Journal Voucher Workflow Execution

Stage [For Authonizatior w  Application ID
JV Classification

[m] Update Application ID ﬁ Task Deadline Date To Stage
[m] | ¢ | JV-2026-JUL-17-0734 For Authorization

31-08-2026

Update  Cancel

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”

Workflow Process Transition

Journal Voucher

o ] < 1 = 1 © o §J © §J 0 |

~ Woucher Date e 08 2026

- Accounting ormice e =

“ Status

Waorkflow Process Status
Transition

* Posting Status

Payment Location

124
FreeBalance Confidential

\




S
FreeBalance

Step 6. The three options will be shown up.
Note:

e Select Authorize by Line Ministry - If the JV is completed with no mistakes
e Select Return for Modification - if there are mistakes that need to be corrected by the
Treasurer.

Workflow Process Transition

Journal Vvoucher

Lo 1 < 1 = 1 o 1 o §f = § o |

[ vpdate/Delete Mode ]

T Status For Authorization

wWorkflow Process Status For Authorization

Transition

= Posting Status

Authorize by Line Ministry

Return for Modification

Payment Location

= Currency

= Exchange Rate

Step 7. Then click the Transition button.

Workflow Process Transition

Journal Voucher

lojajsjojoje]o

[ Update/Delete Mode ]

~ Status For Authorization

Workflow Process Status For Authorization

Transition

Authorize by Line Ministry -

* Posting Status Saved

Payment Location

125

FreeBalance Confidential

\




F—
FreeBalance

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

Workflow Process Transition

Journal Voucher

Transition

. Application Language

Step Note

English -

e

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

| 2 J{ >

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

ifmis-kiribati.freebalance.com says

Workflow Transition Executed

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

Treasury Outer Island Council

Island Asst. Accountant/

Accounts Officer Island Council Clerk

Exam Section Payroll Section Treasury Approvers

Download Pay Agent File
from IFMIS based on
advice from Payroll
Process & Section
Finalize Payroll

Pay Agent
File Amount
matches
Generate Pay with PV?
Agent File

Approve Payment
Voucher Inform Payroill Section to

Prepare Payment upload the correct Pay
Voucher (Attach Agent File

Pay Agent File)

Authorize Payment Create PEP
Voucher

Attach signed Pay Agent
File in PV

Make Payment Approve PEP

Release PEP

Email the signed Pay
Agent File with PV
number

Salary
Claimed?

Review Revenue
Voucher

Prepare Revenue Authorize Revenue

Approve Payment Voucher Voucher

Voucher

The process description for Outer Island TELMO Salary is as follows:
1. Payroll Section of Treasury process and finalize Payroll
Payroll Section of Treasury generate Pay Agent File
Payroll Section of Treasury prepare the PV and attach Pay Agent File
Payroll Section of Treasury authorize the PV
Treasury Approvers approves the PV
Island Asst. Accountant/ Accounts Officer downloads the Pay Agent File from IFMIS

N o vk~ WwWwN

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.

L ] Treasury Management + Payrents

Reports

Payment Extract Payment

Payment Extract Payment Target Stage

Payment Extract Payment Target Stage Log

View Payment Extracts

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.

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

e 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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* Fiscal Year

Fiscal Period MARCH -

A ti Offi
Iz Include Child Accounting Oﬁice@

Is Accounting Payment D

e Expense Voucher Origin: Filter by payroll.

Filter Expense Voucher Payment Details

Fiscal Year

FY 2026 -

Fiscal Period FEBRUARY -

Expense Voucher Origin payroll -

Expense Voucher Classification -

Source Document Number ﬂ
Expense Voucher Payment Detail

o |
Select Payment Voucher Invoice/Claim Number Vendor Net Payment Amount AUD Currency Net Pay Amount FC Pay Due
Date Date
D PV-26-17-0490 PAYROLL 2/26 27-Butaritari 297.16 AUD 0.00 17/2/2026 a
BUTARITARI

260217102925144

e 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.

Payment Extract Generation

Financial Institution

Currency

Payment Mode B E——
-

Payment Location -

Dewvelopment Budget

Payment Method Recurrent Budget

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

-
Payment Location

-
Payment Method

-

Handling Indicator
Domestic Amount From:
Dromestic Amount To

+ Description

For Payment - July 7 -

L
Ex| Woucher Payment Detail
Select Payment Voucher Invoice/Claim Number Vendor Net Payment Amount AUD C

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.

Expense Voucher Payment Detz

EREED

Select  Payment Voucher | 2ZECt Al Lo elgim Number  Vendor Net Payment Amount AUD Currency Net Payment Amount FC Payment Due Schedule

Date

a PV-23-17-0019 BANIAN ATUERU 210.00 AUD 0.00 23/6/2023

(] PV-23-17-0023 001 KIRIBATI OFFICE 72.00 AUD 0.00 2/7/2023 @
EQUIPMENT SERVICES

O PV-23-17-0028 wsd001 Wishing Star Trading 2,450.00 AUD 0.00 &/7/2023

g PV-23-17-0030 002 KIRIBATI OFFICE 175.00 AUD 0.00 6/7/2023 @'l
EQUIPMENT SERVICES

O PV-23-17-0035 00001 KIRIBATI HOUSING 500.00 AUD 0.00 &/7/2023 @
CORPORATION

a PV-23-17-0039 BANIAN ATUERU 1,000.00 AUD 0.00 7/7/2023

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

Expense Voucher Payment Detail

[ T |

Select Payment Voucher Invoice/Claim Number WVendor Net Payment Amount AUD Currency MNet Payment Amount FC Payment Due Schedule

Date Date

= PV-23-17-0019 BANIAN ATUERU 210.00 AUD 0.00 23/6/2023

[~} PV-23-17-0023 001 KIRIBATI OFFICE 72.00 AUD 0.00 2/7/2023 ®
EQUIPMENT SERVICES

. PW-23-17-0028 wsd001 Wishing Star Trading 2,450.00 AUD 0.00 &/7/2023

. PW-23-17-0020 og2 KIRIBATI OFFICE 175.00 AUD 0.00 &/7/2023 Q
EQUIPMENT SERVICES

. PW-23-17-0035 00001 KIRIBATI HOUSING 500.00 AUD 0.00 &/7/2023 Q
CORPORATION

[ ] PV-23-17-0039 BANIAN ATUERY 1,000.00 AUD 0.00 7/7/2023

Step 5. Click the Payment Extract Generation button. The IFMIS displays a message that the Payment
Extract generation is started.
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Vouchar Payment Detail

Select  Payment Voucher Invoice/Claim Number Vendor Net Payment Amount AUD Currency Net Pay FC Pay Due Schedule
Date Date

] PV-23-17-0019 BANIAN ATUERU 210.00 AUD 0.00 23/6/2023

[~] PV-23-17-0023 001 KIRIBATI OFFICE 72.00 AUD 0.00 2/7/2023 Q
EQUIPMENT SERVICES

u PV-23-17-0028 wsd001 Wishing Star Trading 2,450.00 AUD 0.00 &/7/2023

[ -] PV-22-17-0020 002 KIRIBATI OFFICE 175.00 AUD 0.00 &/7/2023 Q
EQUIBMENT SERVICES

[ ~] PV-22-17-0025 00001 KIRIBATI HOUSING 500.00 AUD 0.00 &/7/2023 @.
CORPORATION

[ ] PV-23-17-0039 BANIAN ATUERU 1,000.00 AUD 0.00 7/7/2023

J

Step 6. Transition the PEP

Payment Extract Payment

KN 8 =B K°B

Application ID

409
Fiscal Year FY 2026
Fiscal Period FEBRUARY
= Voucher Date 3/2/2026
* Status Created
Posting Status Saved
Workflow Process Status Created

Transition

Payment Extract

Cancel

* Payment Method
Y Request For Payment

= Accounting Office 1702
E—
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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.

Pagment Extract Paiment || | i .

Application Language

English v
Step Note

P

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

Transition Application Users

Approve for l
Payment -

Faioa Mikarite
Fakaua Botibita
z
James Ruatu Bweua
Maaman Ioakim
Tabaua Taoaba
Tabita Bateriki
Teniko Temake
Tiebane Merimeri

Toromon Metutera

Transition -

i
Payment Extract Approve for Payment
Cancel
Transition Approve for Payment - @ ‘

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.
e Note: The Treasurer must raise one RV per Individual.
Step 1 to 3 refer to Section 3.6.7 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.

= Fiscal Period

Standing Imprest Collection

State Fund EFTPOS Receipts
= Voucher Date

State Fund General Receipts
State Fund POSMO Receipt
* Aging Date State Fund RBC Receipt
State Fund SB25 Deposit

Qo

= Institution

State Fund Unclaimed Payment [%

= Collection Classification

= Revenue Invoice Type
vP Cash

= Invoice Workflow Status )
Prepared

Step 5 to 6 refer to Section 3.6.7 How to record Revenue Voucher step 5 to 6.
Step 7 Select the Recurrent Budget - Payments as a Collection Mode by Fund Type.

Journal Voucher

= Sales Payment Type

Cash -
= Paid Status Yes
= Receipt Method Cash -
= Receiving Location Outer Islands -

= Collection Mode by Fund Type

= Bank Account
Recurrent Budget - Payments

Development Budget - Payments
Offset Code

R ipt Te
eceip erm Immediate

Step 8 to 11 refer to Section 3.6.7 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

Revenue Voucher Item

Coding Block

AGENCY
PROJECTS
00000 MNot Applicable -  Prev 1 500 -
e | | =
NATURAL
Ao 631212 - TELMO Salary Clearing -
CODE
BN

Step 13 to 23 refer to Section 3.6.7 How to record Revenue Voucher step 13 to 23.
Notes:

e RV Narration - The Narration must include; PV number and the Island Name.

e Attachment - The Attachment should be the Signed lists (Full name of Individuals, Date and the
Amount).

e The RV will transition to the Island Clerk for Authorization, refer to section 3.7.7 How to authorize
Payment Voucher to complete the process.

e 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.

i Reyenue Management

Revenue Voucher Target Stage

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

Revenue Voucher

[ Search Mode ]

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

Revenue Voucher

[ Insert Mode ]

Voucher Number

= Fiscal Year

FY 2024
= Fiscal Period APRIL
= Voucher Date 29/4/2024
* Aging Date 29/4/2024

= Institution

Step 4. Select the applicable Collection Classification from the dropdown list.

Revenue Voucher
Lo 1 <
[ Insert Mode 1

Fiscal Year v o006

Fiscal Period JuLY

Voucher Date 23-09-2026
= Aging Date 23-09-2026

= Collection Classification

= Revenue Invoice Type

Standing Imprest Collection

State Fund EFTPOS Receipts
= Invoice Workflow Status
State Fund General Receipts

State Fund POSMO Receipt

= Posting Status
State Fund RBC Receipt
State Fund SB25 Deposit

Not Posted Reason
State Fund Unclaimed Payment he
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Step 5. Fill in Customer Field.
a) Click the lookup button.

Not Posted Reason

= Origin

= Customer

Collection from (Name of Individual)

Manual

Vendor

b) Click the Find button.

Customer

e L o L =K <= 1

Code

Is On Hold

Reference 1D
Name
Short Name

National Identity Card

¢) 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.

Customer

Code Name Short Name Currency
0000036 James TAOM James TAOM AUD
0001011 Paulina Bita AUD
0001258 Taomati Tuta Taomati Tuta AUD
0004016 Harry Tong Harry Tong AUD
0004392 Teken Tokataake Teken Tokataake AUD
0004452 KITeon Kabure KITeon Kabure AUD
0006230 Nnakina Kaoma (lotebwa). Nnakina Kaoma (lotebwa). AUD
0006289 Tinian RETHER Tinian RETHER AUD
0006549 Takenibeia Moamoaba Takenibeia Moamoaba AUD
0007526 Teurakai Ukenio Teurakai Ukenio AUD
0007538 Tabula KAIEKIEKT Tabula KAIEKIEKL AUD
0007551 Taarai Kiatoa. Taarai Kiatoa. AUD
0007555 Akineti IOANE Akineti IOANE AUD
0007570 Tom Murdoch Tom Murdoch AUD
0007599 Bootii NAUAN Bootii NAUAN AUD
0007695 Akaaka KIBAE Akaaka KIBAE AUD
0007696 Pelea TEHUMU Pelea TEHUMU AUD
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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.

= Sales Payment Type

Cash -
= Paid Status Yes -~
= Receipt Method cash -
= Receiving Location Outer Islands -

I = Collection Mode by Fund Type I

= Bank Account Q
Recurrent Budget - Payments

Development Budget - Payments

Receipt Term

Immediate ~

Step 8. Make sure that the Bank account is the correct State fund & Island Code. For example,
621212- 38

* Receipt Method Cash .

* R ivi L t.
eceiving Location Outer Islands v

= Collection Mode by Fund Type

Recurrent Budget - Paymen v

* Bank A t
ank Accoun 621212-38 E

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

Received Others and Pay Period

= Narration ‘

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

* RV Payment Details Attachments Additional Information
&

Select Correlative Quantity Coding Block Unit Price AUD Price AUD
1D
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Step 11. Enter the item description; quantity is defaulted at 1 and amount of the collection in the Unit
Price

+ Description
Unit Of Measure

* Unmit Price AUD 0.00

Unit Price FC

0.00

-
+ Coding Block
. I KN
——————

Sub Ledger Type

Mot Applicable

* Quantity 1.000

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

+« Coding Block

Coding Block

FUNDING
AGENCY

PROJECTS

S | &
-

LOCATION

o - .
ACCOUNT
CODE

SUB HEAD:
e 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).
e For unclaimed - should be match with Sub head code in the coding block as the Payment Voucher
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FUND AGENCY:

e 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).

e For Unclaimed - Should be match with the Funding Agency in the Coding block as per the
Payment Voucher.

PROJECT:

e 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).

e 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:

e 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)

e for Unclaimed - Same with the NAC in the coding block as per the Payment voucher.

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

= Correlative ID

= Description _Court fee

Unit Of Measure Each -

= Unit Price AUD 300

Unit Price FC

= Coding Block

/013 “

Sub Ledger Type Not Applicable

= Quantity 1.000
= Price AUD 300
* Price FC 0.00
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Step 15. The saved items are displayed as a line item here

E3 K2 B ER D

Select Correlative Quantity Coding Block Unit Price AUD Price AUD Price FC Description
ID

(=
=3

1.000 2203/1101/00000/25/142256/013 3.00 3.00 0.00 -Court fee

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

* RV Items * RV Payment Details Attachments
W
Select Correlative Payment Due
ID Date
1/2/2024 Edit

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

Revenue Invoice Payment Detail

| = Correlative ID

= Payment Due Date 1/2/2024
= Payment Amount AUD 3. .00

Payment Amount FC

Reference NMumber 01-0224

Cheque/Collection Date

e
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Step 18 Attach supporting documents. (Especially for Unclaimed)
a) Click on Attachments.

= Narration Unclaimed for PV number Date

LU

Select Correlative Quantity Coding Block Unit Price AUD Price AUD Price FC Description

1.000 1702/3101/18001/38/272150/000 1,200.00 1,200.00 0.00 Unclaimed Copra Payments  Edit

b) Click new button.

= RV Items = RW Payment Details Artachments
i

Select Information Download

K]

L @ |

¢) Fillin the Attachment Classification, click the drop-down button and select - Outer Island Trs
Documents

Application ID

IAttachrnent Classiﬁcationl

-~

Budget Estimate Supporting Doc

Application Language

Imprest Warrant Supporting Doc

- Title N
Instructions to Tenderers Doc
=
LPO Supporting Documents
Description | Suter Isiand Trs Documents ||

PV Supporting Documents

Sitting Allowance Memo
- Attachment
Supplier's Quotation
Date Time
Suppliers Invoice

Tender Summary Form
e

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

Application 1D

Attachment cClassification Outer Island Trs Documents ~

Application Language

English -
- Title
-~
Description
=
- Attachment I Choose file lle file chosen
Date Time
Date —

User

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

Date Time

Date

User

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

executed.
*= RV Items * RV Payment Details Attachments
T

FhE

Select Correlative Payment Due
1D Date
1/2/2024 Edit
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Step 20. Click ok on the message displayed.

apac.freebalance.com says

Code RV-23-18-0001 inserted

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

= Revenue Invoice Type

Cash -
= Invoice Workflow Status

Prepared -
Workflow Process Status

Prepared -

Transition
-

= Posting Status
Cancel

I For Authorization

= Origin

|

Manual

= Customer

Step 22. Click the Transition button.

= Revenue Invoice Type

Cash v
= Invoice Workflow Status

Prepared v
Workflow Process Status

Prepared v

Transition For Authorization v E

= Posting Status
g Saved v

= Qrigin

Manual v
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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.

Transition

Application Language English .

Step Note

#

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

@xa

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

/.\ Revenue Management > Reports > IFMIS Reporis

General Receipt

Step 2. Provide the details as follows.

General Receipt

* Fiscal Year 2023 -
* Fiscal Period NCOVEMBER -
* Ministry 17-MFED -
* Created By Tereiango Ruuka -
* RV Number From RW-23-17-0225 -
* RV Number To RW-23-17-0229 -
PDF v 5
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Step 3. Click the Generate Report button.

General Receipt

~ Fiscal Year 2023 -
* Fiscal Period NOVEMBER -
= Ministry 17-MFED -
* Created By Tereiango Ruuka -
* RV NMumber From RW-23-17-0225 -
* RV Number To RW-23-17-0229 -
PDF =

Step 4. Click Ok on the displayed message.

General Receipt

@ The Report General Receipt Was Send To
== Report Server With |D: ID:WIN-AVHOZ2FSTMOV-
61588-1669576465682-5:22:1:1:1

PDF

Lok |

Step 5. Click the (i) button to display the Internal Messages.

Republic of Kiribati -
FreeBalanc

General Receipt Internal Messages

You have 1 New Messages.

# > Revenue Management >

Dashboard
E

* Fiscal Year 2023

* Fiscal Period JuLy v

Ministry 17-MFED L4 - o
Session Details

Customer -
User: tteitinakol.
Last login:
18/7/2023 08:03:39

Language: English.
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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.

Select Status From D Subject Posting Date

D ° Taunteang Report Server Notification - General Receipt 18/7/2023
Teitinako 08:15:31

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

Internal Message

Organization Name

Treasury
SUbjECt Re Se e at Seneral Rece
Body _
Report General Receipt With Report Server ID: ID:WIN-AVHOZFS8TMOW-
©51588-1689578465682-5:22:1:1:1 it is Ready
~
Send Email :
Requires Action :
Receive Read Notice :
Receive Action Notice | |
Posting Date i e g e
15 LUV LS Sl 120:091
Reading Date
Due Date
Action Date
Attachments
Attachment Information File Name (Click to Download)
Title:General Receipt General Receipt-ID:WIN-AVHO2F8TMOWV- ‘
By: B51588-168957/8465682-5:22:1:1:1.PDF
. . PN T P, oo i1 = ¥l =1

Step 8. Open the generated report to be printed and signed/ provided to the Payor.
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Ministry/Department :

Station
Received From
the sum of

in settlement of

Amount $

General Purpose Form 14

MOE/ Primary (1502)

S
FreeBalance

Republic of Kiribati
GENERAL RECEIPT

No.B : RW-23-15-0003

. Bikenibeu (14)

Date - 03 Aug 23

. Sieruka Karee and Evelyn Karee

: " ONE HUNDRED AND EIGHTY Dollars**

: Rurubao school fee class 4 and class 2 term 2

$ 180.00 Cash/Cheque No:

Mareta Tanoua

Accountable Officer

i

(

YT,

Ministry/Department :

Station
Received From
the sum of

in settlement of

Amount $

General Purpose Form 14

MOE/ Primary (1502)

Republic of Kiribati
GENERAL RECEIPT

No.B : RW-23-15-0004

. Bikenibeu (14)

Date : 03 Aug 23

. Tite Matilda Kaono

: " NINETY Dollars**

: Rurubao school fee for term 2

$ 90.00 Cash/Cheque No:

Mareta Tanoua

Accountable Officer

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 n to display the Internal Messages.

Republic of Kiribati - TRA
FreeBaland

Internal Messages

You have 20 New Messages.

Dashboard
B

Session Details

User: biton.

Last login:
14/8/2023 14:29:34
Language: English.

Step 2. Click the New messages box on the internal messages.
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-
FreeBalance SIS Internal Messages

You have 937 New Messages.

Dashboard
=

Session Details

User: ttabera.

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.

(vJo]ajafo]a]

Select All | Select None
Select  Status From 1D Subject Posting Date  Reading Date  Due Date Action Date

D ° Annette Lafai 25544 There is a new Revenue Youcher (Code = RV-23-15-0001) transition assigned to ~ 14/8/2023
14:28:48

you

12202 PSS SN U N S S Sy 7S T 1~ W= C AP T -1 V-0 W N S Cimons

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

Internal Message
[ 1ee |

D >
From

Organization Name
Subject Ther a new Revenue Voucher (Code = RV-23-15-0001) transition assic

Body Transaction = Revenue Voucher

Transaction Id = 36

Code = RV-23-15-0001

Description = Library Fine - Aug 3

Options Awvailable: Prepared, Ministry Authorized

Entity
Revenue \.r‘ouch .
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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.

* RV Items * RV Payment Details 1 Attachments T
T

Select Information Download

Title:Receipts and other supporting_documents General Receipt and other Supporting
By: documents.pdf
Buike On: 30/7/2023 37 KB
Marea

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

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

Transition -
w

= Posting Status Ministry Authorized

Return for Modification

Transition . .
Ministry Authorized -

Note: In case, the Revenue Voucher needs to be returned to prepared for modification, select “Return
for Modification” and click the Transition button. This will be sent back to Prepared status.

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

Application Language English -

Step Note ————

%
ED=n
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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.

| FreeBalance Internal Messages

You have 55 New Messages.

DETS L LET
=]

Session Details

User: fb_bduerme.

Last login:

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

FreeBalance Application Suite
User Dashboard P

User Dashboard

Transaction Type Pending Tasks Deadiine Reached Tasks

Payment Voucher 336 336 Y
Commitment 5 5
Purchase Order 3 3
Purchase Requisition 2 2
Cost ltem Per Period 3 3

Deduction Per Period 3 3 v

Step 3. Click the Transaction to process.
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User Dashboard

User Dashboard
Transaction TyDE Penmng Tasks Deadline Reached Tasks
Payment Voucher 336 336 A
T Commiment 5 5
Purchase Order 3 3
Purchase Requisition 2 2
Cost ltem Per Period 3 3
Deduction Per Period 3 3 v
ED

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

User Dashboard

* commitment Workflow Execution

x
Stage -
Application 1D
.Y
a Update Application 1D From Stage Task Deadline Date To Stage
0 (@ COMM-23-17-0235 | For Endorsement 8/9/2023 v
[m} Y COMM-23-17-0258 For Endorsement 12/9/2023 v
[m} [¢] COMM-23-17-0263 For Endorsement 13/9/2023 v
0 (@) COMM-23-17-0291 For Endorsement 20/9/2023 v
0 [¢] COMM-23-17-0324 For Endorsement 13/10/2023

Update  Cancel

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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FreeBalance Application Suite
User Dashboard e

x

Workflow Process Transition

FreeBalance Application Suite a

Commitment
o ] & 0] el

[ update/Delete Mode ]

Fiscal Year By 2023 .
Fiscal Period OCTOBER -
Issue Date 7/9/2023

Budget Office 1702

Workflow Status

Approval Requeste
Workflow Process Status

For Endorsement

Transition

* Commitment Type

Return for Modification

Step 6. Click the Transition button.

rTeeharaiice RpPpPHCactiolt Saie

User Dashboard

x

Workflow Process Transition

FreeBalance Application Suite a

Commitment
Q] 0 ] =R

[ Update/Delete Mode ]

Fiscal Year By 2023 -
Fiscal Period OCTOBER .
Issue Date 7/9/2023
Budget Office 1702
Workflow Status L

Approval Reque:

Workflow Process Status For Endorsement

Transition
Endorse v

- Commitment Type PO and Non PO Commitmer | ~

Step 7. Click the finish button.
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Catalogue Item l | | i|i

Application Language English -

Step Note

F

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

Step 8. Click Ok on the displayed message.

User Dashboard
apac.freebalance.com says

_ Workﬂow TranSit‘On ExeCUtEd _
‘Workflow Process Transition “

Commitment

lojajlsjcjolo )]

FreeBalance Application Suite

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

User Dashboard

Workflow Process Transition x )4

Commitment

[eJafJefcofofelo

[ View Mode ]

Commitment Number e

Fiscal Year FY 2023 -

Fiscal Period OCTOBER -

Issue Date 7/9/2023

Budget Office .

Workflow Status

Workflow Process Status Enfo

Step 10. Click the Check button on the next transaction and repeat the process of endorsement
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Stage -
Application ID
n
(@] Update Application ID From Stage Task Deadline Date To Stage
(m) "4 COMM-23-17-0238 Endorsed 26/10/2023
(m] COMM-23-17-0258 For Endorsement 12/9/2023
O [ e | COMM-23-17-0263 For Endorsement 13/9/2023
(m] "4 COMM-23-17-0291 For Endorsement 20/9/2023
O L% COMM-23-17-0324 For Endorsement 13/10/12023

Update  Cancel

Step 11. Click the x icon to close the List of Commitments to endorse/approve.

User Dashboard

" Commitment Workfiow Execution

Stage
Application ID
n
[} Update Application ID From Stage Task Deadiine Dale To Stage
w} v COMM-23-17-0238 Endorsed 261102023
w} v COMM-23-17-0258 For Endorsement 12/9/2023
m} v COMM-23-17-0263 For Endorsement 13/9/2023
w} v COMM-23-17-0291 For Endorsement 201912023
[} v COMM-23-17-0324 For Endorsement 13/10/2023

Update  Cancel

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.

User Dashboard

User Dashboard

Transaction Type
Payment Voucher
Commitment

Purchase Order

ﬂ Purchase Requisition

Cost ltem Per Period

Deduction Per Period

Deadline Reached Tasks

336

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.

154
FreeBalance Confidential

—




S
FreeBalance

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 n and navigate on the internal messages. Click on the message on the
Internal Message box.

- IFMIS - TR
Fl‘eEBaIance FrecBaland Internal Messages

You have 5 New Messages.

Dashboard

Session Details

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

=Tl -1 -1 "T-

Select Status From 1D Subject
Temaroiti There is a new Payment Voucher (Code = PV-23-18-0001)
Abereta transition ass ;I'I:d o you
Uritina Report Server Notification - Local Purchase Order
D b Etera

Step 3. Click on Update Domain button.

From
Organization Name

Subject ere is a new Payment Vioucher (Code = PV-23-18

Body Transaction = Payment Voucher

Transaction Id = 108

Code = PW-23-18-0001

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

Entity
Payment Vouche

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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+ Payment Voucher Status I

Workflow Process Status

Transition

Posting Status Authorize by Line Ministry

Return for Modification

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

Step 6. Click the Transition button.

+ Payment Voucher Status i

Workflow Process Status

Transition

Posting Status

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

button.
Language Enalish -
Step Note

For payment
B

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

s

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) S8 button. The form will be downloaded ready for
viewing and printing if needed.

Payment Voucher

[ View Mode ]

Voucher Number

+ Fiscal Year

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

GOVERNMENT OF KIRIBATI
Ministry of Women, Youth, Sports and Social Affairs
'—-._-'- Kiribati
Vo1 PAYMENT VOUCHER
Payment For - Administration (1801) Number - PW-23-18-0001
Payee Name : MOEL TRADING Payment Method . EFT
Payee Address : South Tarawa Invoice Number o321
Payee Bank Account . Bank: ANZ Kiribati /Account Number: 296756
Serial # Description Accounts Amount
1 Administration/ Gok/ Not Defined! National (Country Wide)/ Withholding ~ 1801/1101/00000/91/631844/101 -1.50
Tax Payable (VAT) Sickness and disability
2 Administration/ Gok/ Not Defined/ National (Country Wide)/ Local 1801/M1101/00000/91/229112/101 12.00
Stationery and Supplies/ Sickness and disability '

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:

‘Outer Island Council

MFED Accounts/ MFED Claiments

Island Asst. Accountant/ Island Council Clerk

Treasury Approvers Copra section Accounts Officer

Prepare
Departmental
Warrant

Send Submit
Supporting Supporting
Documents Documents

MFED SRO- Authorizes Approve Departmental
Departmental Warrant Warrant

Departmental
Warrant

MFED Accounts- Prepare
Endorses Commitment Commitment
Approve Commitment

Approve Payment
Voucher *

Prepare Payment Authorize Payment

Voucher ‘Voucher

* Approvers
- Copra: MFED Treasury Copra Section

The process description for Copra Payments is as follows:

—_

Copra Section prepares DW for Copra Payments
MFED Accounts/ MFED SRO authorizes the DW
Treasury Approvers approves the DW
DW generated in IFMIS
Copra Section prepare Commitment
MFED Accounts endorse commitment
Treasury Approvers approve commitment
Commitment generated in IFMIS
Vendors submit all supporting documents (as detailed above) for Copra Payments to the Island
Council
. 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.

WO NOUL A WN

—_
o

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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Payment Voucher Work Flow Tracking

Reports

Step 2. Click the New nbutton.

Payment Voucher

[ Search Mode ]

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

| State Fund Copra Payments
= Fiscal Year

State Fund Freight Refund

= Fiscal Period State Fund RBC Mute

State Fund RBC Returns

* Voucher Date State Fund Standing Imprest (for outer Island with Islet only)

State Fund Telmo Salary

* Payment Voucher Classification

Step 4. Fill in the Accounting Office Field.
a) Click the look up button
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Voucher Number

= Fiscal Year

FY 2026 -
“ Fiscal Period JULY -
= Voucher Date .
20-09-2026
= Payment Voucher Classification State Fund Copra Payments -

Accounting Office E

= Payment Voucher Status

pPrepared

- Posting Status

b) Click the find button

Institution

Lo 1 2 1 = J < J o J[ & ]

[ Search Mode |

Code
Workflow Status
Workflow Process Status

Institution Code

Is Active

Institution Type

Is Central Government

Organization Start Date

c) Selectyour Island Name from the list

Institution

| = § < 1 = § > § o |

AF710 MEED-KKFESU)
ASAB Abaianag
AZAE Arorase
AZAM Abemama

A LA Aranulea
A7ZEN Banaba
AZBR Baru

AFBT Butarcitarci
AFKT Kanton

A AL Huria

AFTrIA Maiana
AZrAE rMalkin
AZFMER Marakei
AL MilsunaEo
AFNMN MNonouti
AT MNorth Tarawvwa
AFOM Onotos
AZTE Tabuasran (Fanningl
AFTra Tamana
AT Tab Nocth
AFTS Tab South

Step 5. Fill in the Vendor Field.
a) Click the lookup button
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Payment Voucher

| @ §J <= § = |

- Origin
- Currency AU -

= Exchange Rate 1.0000000000

= Total Amount AUD o.00

=~ Total Amount FC o.00

1s Purchase Order Related Payment Voucher []

is Propaid =

= Paid Status .

- Bank Account

Inveice/Claim Number

b) Click the find button

Code
Eligibility Status
Workflow Process Status

Name

Short Name

wvendor Classification Type ﬂ

c¢) Select the vendor from the list.

23939 North Tarawa Freight refund North Tarawa freight
2394 Rotebwa Store Rotebwa Store
23940 North Tarawa Posmo Nt Posmo

23941 North Tarawa Copra Vendor NT copra

23942 North Tarawa EFTPOS North Tarawa EFTPOS
23943 Eutan Tarawaieta Council ETC Council

23944 Alma A

23945 North Tarawa Pesmo Vendor NT Posmeo

23946 Uketi u

23947 Grey Tee

23948 Teeta Tee

23949 teeta xx xx

2395 TIaabora Store Taabora Store
23950 Grayshawn Gra

23952 Tee Too Tee

23953 Beru Copra Beru Copra

23954 Beru Ereight Beru Freight

23953 Beru Multiples Beru Multiples
23956 Beru SB25 Beru SB25

Step 5. Correct the Treasury Bank Account to 621212-Island code.
a) Click the look up button.
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=1 ice Re ipt Dat
nvoice Receipt Date 55.00-2026

= Payment Location Outer Islands -

= Payment Mode by Fund Type

= Treasury Bank Account

Payment Term

Immediate -

= Is Payment On Hold D

b) Click the Find button

Treasury Bank Adccount

Lo ] < = J < J[ &= ]

[ Search Mode ]

Application ID

Currency

Length Of Cheque I With leading Zeros
IBAMN Of Bank Account

Abbrewviation

Description

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

Treasury Banmnk Account

<= B < 1 = § < |

S212712 State Fund
So12i12-21 State Fund Abaianag
(= b= == State Fund Abaermarma
S2A121 223 State FPund Aranulca
[=t=E B= -0t Srate Foumcd Seorse
S21212_25 State Fund Banalba
So121 -G State Fund Peru
S21202-2 7 State Fund Butacitaci
S21212-28 State Fund Kuacia

S A 2 A 2 2 Srate Eunc Maisoa
S22 121230 State Fund Makin
Sl A>3 State Fund Maraloai
(== B B= =3 State Fund PNikuoins
S21202-33 State Fund MNomowoti
S=21212-3-3 State Fund Onotos
SZ A 2N 23 Srate Eunc Tak ootk
S21212 3 State Fund Tab Souath
(== = B by Strate Fund Tammame
B2121- 3 State Fund MNorth Tarawvea
S21212-51 State Fund Kanton

Step 6. Select the Payment Mode by Fund Type as “Development Budget - Payments”
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Payment Voucher

O =W R -

Bank ANZ Kiribatl

Invoice/Claim Number

Invoice/Claim Date

= Invoice Receipt Date 20-09-2026

= Payment Location Outer Islands -

I ~ Payment Mode by Fund Type I

= Treasury Bank Account

Recurrent Budget - Payments

Offset Cod. I Development Budget - Payments I
set Code

Payment Term Immediate b

= Is Payment On Hold ]

Step 7. Enter the Narration as Copra Payments, Island Name, Date, Commitment number.
Payment Term

Immediate -

= Is Payment On Hold D

Created B
reated By ttointarawa

Created Date

Approved By

Approved Date

. :
Narration Copra Payment - Island Name, Date Commitment number.

Step 8. Linked the commitment with the Payment voucher.
a) Click the Import commitment item button.

* payment Voucher Line Items * payment Voucher Payment Details Attachments Additional Information

Select Serial Commitment Coding Block Description Amount

Tax Net Amount FC Tax
Number Item AUD Amount Amount Amount FC Ai
AUD AUD

RO

b) Click the find button
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Serial Number
Status

Coding Block

Commitment
Commitment
Commitment Item

Close Remaining Commitment Item

Tolerance Percentage

Tolerance Amount

9

Commitment Item

[ Selection Mode ]

Select Commitment Created On Serial Number  Coding Block

1702/3101/18001/26/272150/011
1702/3101/18001/26/272150{011

COMM-26-17-0948 20.08.2026_23:09:38 1

COMM-26-17-0949 20.08.2026_23:13:23 1

U

Step 9. Fill in the Payment Voucher Payment Details.
a) Click on Payment Voucher Payment Details.

= Narration

* payment Voucher Line Ttems

Copra Payments - Island Name, Date,

* Payment Voucher Payment Details

Attachments

Find the commitment number to be used, click the tick box then the click the return button.

TRAINING INSTANCE

FreeBalance Application Suite _'vesny’

# > Expenditures >

Select All | Select None

Amount Domestic Description

30,000.00 Beru Copra topup on WSVV-2026-17-0437

10,000.00 Beru copra topup on WSVV-2026-17-0438

Additional Information

EXN K3 IEN iGN B i R

topup on WSVV-
2026-17-0437

Select Serial Commitment Coding Block Description Amount Tax Net Amount
Number Item AUD Amount Amount FC

AUD AUD
1 1702/3101/18001/26/272150/011 Beru Copra 30,000.00 0.00 30,000.00 0.00

b) Click on the linked commitment.
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%
* payment Voucher Line Items Attachments ‘Additional Information
o)
Select Serial Payment Payment Payee Name Payee Account Number Payment Payment Payment  Paid
Number Due Date Method Reference Amount Amount FC
Number AUD
1 21-09- Transactive Beru Copra 30,000.00 000 []
2026 Payment

¢) Correct the payment due date.

Serial Number

= Payment Due Date 51-00-2026

Payee Bank Code
Payee Branch Code
Payee Account Number
Payee Name

Beru Copra

Payee Address

Beru

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

BOOK TRF
CRET DAY

Is Deduction Retention Payment

= Vendor

Theque

Direct Credit Receipt
EFTPOS

Fast Deposit

GIRO/ACH

KEC Internet Banking

KHC ANZ Internet Banking
KHC ANZ Transactive

= Net Payment Amount AUD

Net Payment Amount FC

Is Extracted Payment

Transactive Payment
~ Payment Method Transactive Payment

Payment Reference Number Series

e) Then click the save and return button.
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= Payment Method Cash -
Payment Reference Number Series

Payment Reference Number

Payment Date

Payment Status

Payment Delivery Date

Step 10. Attach supporting documents.
NOTE: Attachments are the CPR and tally form (only for islands that have copra monitors).
a) Click attachments

Approved Date

* Narration

Copra Payments - Island Name, Date.

* Payment Voucher Line Items * Payment Voucher Payment Details Attachments Additional Information
[ [ &
Select Serial Commitment Coding Block Description Amount Tax Net Amount Tax Net Relat
Number Item AUD Amount Amount FC Amount Amount Li
AUD AUD FC FC Ite|
1 1702/3101/18001/38/272150/011 copra top up. 1,000.00 0.00  1,000.00 0.00 0.00 0.00
North Tarawa_

b) Click new button

* Payment Voucher Line Items * Payment Voucher Payment Details Attachments Additional Information

b
brb

Kl =N =N

Select Information Download

CH O]

c) Click the dropdown list to select the Attachment classification as “PV Supporting Documents”.
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Application ID

I Attachment Classiﬁcationl

Application Language
Budget Estimate Supporting Doc

Imprest Warrant Supporting Doc

= Title R
Instructions to Tenderers Doc
=
LPO Supporting Documents
Description Paey Ll P fay

I- PV Supporting Documents I <~
o SIong Anowance remo.

= Attachment
Supplier's Quotation

Date Time
Suppliers Invoice

Tender Summary Form
o

User

d) Enter the Title and Description of your attachment. Then click the choose file button to upload
the file.

Application 1D

Attachment Classification PV Supporting Documents -

Application L:
pplication Language English -

~ Title

Description

- Attachment I | Choose file \'\Jn file chosen

Date Time

Date

User

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

Application 1D

Artachment Classification

PV Supporting Documents -
Application Language Errelish -
- Title PR——
-
Description cPR, Date

Choose file | Copra Paym  Manual docsx

- Artachrment
Date Tirme

Date ==

User

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.

© Narration Copra Payments - Island Name, Date, Commitment number|
3
« Payment Voucher Line Ttems « aymen Voucher Paymen Details Additional Tnformation
LW
Select Information Download

Title:CPR CPR.docx

By Tekamatoa Tointarawa on 334 KB

Title: TALLY Tally form.docx
By Tekamatoa Tointarawa on 20-09-202 Size 334 KB

[ = NG

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

ifmis-kiribati.freebalance.com says

Code PV-26-17-3415 inserted

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.

= Payment Voucher Status SN
Workflow Process Status o

Tra I'ISitiI:Ir'l h
-

Posting Status Cancel

Request for Authorization
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b) Click the Transition Ebutton.

= Payment Voucher Status -

Workflow Process Status

Transition Request for Authorization - @

Posting Status -

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.

Transition

Application Language English .

Step Note
#

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

@

Note:
e The Payment voucher will transition to the Island Clerk for authorization.
o Thelsland Clerk must follow steps outlined in 3.7.7 How to authorize Payment Voucher to
complete the authorization process.
e 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 3.6.7 (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”

= Aging Date 23-09-2026

Instituti

= Collection Classification

#

-

Standing Imprest Collection

State Fund EFTPOS Receipts

= Revenue Invoice Type

= Invoice Workflow Status
State Fund General Receipts

State Fund POSMO Receipt
State Fund RBC Receipt
State Fund SB25 Deposit

= Posting Status

Not Posted Reason
State Fund Unclaimed Payment -

= Origin
9 Manual

Step 5 and 6. (refer to section 3.6.7 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.

= Receiving Locati
eceiving Location Outer Islands -

= Collection Mode by Fund Type

= Bank Account

Recurrent Budget - Payments

I Development Budget - Payments
Offset Code

Receipt Te
eceipt Term Immediate

Bank Deposit No.

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

Revenue Voucher Item
Coding Block

FUNDING ;
PROJECTS 18001 - Copra Price Scheme -~ Prev 501 - 1000 - Next
p— . ==
RS 272150 - Copra Price Subsidy -
CoDF
o 000 - Mot Defines -

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:

e Attachment should be the CPR, Cash summary and the Tally form (only for islands that have
Copra monitors)

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

e 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.

e 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).

Process For Copra Payments- ISLET

QOuter Island Council

MFED Accounts/ MFED Accountable

Island Asst. Accountant/ Island Council Officer
Accounts Officer Clerk

Claimants
Treasury Approvers Copra Section

Authorize
Accountable
Prepare Advance
Approve Deparimental Departmental
Warrant Wamant Prepare
Accountable
MFED SRO- Advance
Authorizes Departmental
Departmental Warrant Review
Warrant Accountable
Advance

Approve Prepare
Accountable D
SRR Voucher

Authorize

Review Payment
Voucher

Submit
3 Supporiing

Send Supporting Documents/
Documents/Remaining Remaining

Cash

MFED Accounts-
Endorses Commitment

_______________________

Approve Payment
Voucher

a Approve Commitment

--------- Prepare
Revenue
________________ 1 Voucher

Authorize
Review IV/RV
IRV

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.

172
FreeBalance Confidential




S
FreeBalance

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.

Ademin

Budgeting & Appropr

General Ledoer

Exponditures

Troasury Management

Purchasing

Revenue Mansgement

Ass & Inventories Commons

Assots

Human Resources

Fayroll Management

1.2 Click Sub Ledger

Support Entities
Sub Ledgers

Journal vouchers
Extended Account Tnguiry

Reports

1.3 Click Accountable Advance

] Accountable Advances
7)) Generic Sub Ledgers

T Debt Management
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1.4 Then click Accountable Advance again to open required screen

T R

Accountable Adwvance

] Reports

1.5 click add n to create a new posting document

Accountable Advance

[ Scarch Modae 1

Application ID
workflow Status
wWaorkflow Process Status
Currency

Exchange Rate

Advance Type
Accounting Office
Purchase Ordear

PO Aadvance Limit Percentage

1.6 Fill in the Advance type,

a) click the look up button =N

~

= Application ID

= Workfl Stat
orictiow atus Created

= Currency AUD -

@O %

= Exchange Rate 1.0000000000

R2
Ky

= Advance Type

= Accounting Office

Purchase Order

oo

PO Advance Limit Percentage
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b) Click the find button.

Advance Type

| @ § < J = § < || & ]

Application 10

kad to PO

Allow anecus Advances by Holdar

Is this

tanding advance
e To e Processed in Single Paymant

Accountabla Advance Expiration Dats

JEUEEEE

I8 this linked to business trip

Use Full Cading Black

Advance Type Origin

Nama

Gescription

Type Offsat Acce

Advance Tvpe Concept Settings

N = S

Select  Sarial NumBer Ruls Expression Dascription

¢) Select“Standing Imprest (Outer Island)

Advance Type

<& § <= 1 = B < |

Application Name
p =3

621271 Seecial Imprest

621211 Petty Cash

621271 Special Imprest (PLEASE DO NOT USE starting OCT 30)
821272 Standing Imprest

S21272 Standing Imprest (Outer Island)

COuter

Island)

1.7 Then fill in the coding block,

a) click the Element view button

Accountable Advance

= Application ID
= Workflow Status

= Currency AUD .

* Exchange Rate 1.0000000000

- Advance Type 621272 (Outer Island)

- Coding Block

= Accounting Office

Purchase Order
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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

Coding Block
SUB_HEAD 1702 - MFED- Treasury - ﬂ
FUNDING
PROJECTS 18001 - Copra Price Scheme ~ Prev 501 - 1000 ~  Next ﬂ
NATURAL .
ACCOUNT 621272 - Standing Imprest M E
CODE

><

1.8 Fill in the Accounting Office
a) Click the lookup button

Accountable Advance

N =N =N

- Workflow Status
= Currency

AUD -

Exchange Rate 1.0000000000

- Coding Block -

/000

Purchase Order
PO Advance Limit Percentage

= Advance Status Open
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b) Click the Find button

Institution

Code

Workflow Status
Workflow Process Status
Institution Code

Is Active

Institution Type

Is Central Government

Organization Start Date

c) Selectyour Island Name from the list.

Institution

| < § < N = N >~ N - |

A ZO0A Examination Secticon
AZ7OoE Imperest Unit
AF1IO MEED IKFSU
A ZAEs Abaiano
ER-CNS Arorae

A TAr Abermarna

B N1 Aranuloe
AR Banalta
A7BR Beru

A LT Butacitact
AT anton

AL uria

AZ A Maiana

AT Makcin

AR Marakel
AT | TTEIWTS ST

Ed TN P e T
AFNT Morth Taravwea
A ZCord Onoton

AFTE Tabuaeran (Fanninal
A rTrra Taumana

1.9 Fill in the payee field,
a) click the lookup button

Accountable Advance

| @ ] <2 | &

- Exchange Rate

= Adwvance Type

= Coding Block

- Accounting Office

Purchase Order

PO Advance Limit Percentage
= Adwvance Status

- Advance Limit Amount AUD

FreeBalance Confidential
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b) Then click the find button

Code
Eligibility Status
Waorkflow Process Status

Name

Short Name

vendor Classification Type E

Bank Account

vendor Type

Payment Meathod

c) Selectthe 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)

Short Name

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

Amount: The total CPR amount.

= Advance Status
Open

* Advance Limit Amount AUD
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1.11 Complete the Description and Additional Information
Complete the fields as follows: Then click the Save button

e Description: Enter the Commitment Number only.
e Additional Information: Enter the Employee Name, Island Name and the Islet Name.

= Created Date
Approved By

Approved Date

* Description Committment number |

Additional Information

Employee Name, Island Name, Date and Islet Namel

Advance Transaction Schedule Advance Transaction Actuals
“ 2" 2*

Select Sequence No. Transaction Forecast Transaction Forecast Transaction
Type Amount AUD Amount Foreign

RO @O

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

ifmis-kiribati.freebalance.com says

Code AA-26-17-0026 inserted

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.

= Payment Voucher Classification State Fund Standing Imprest (for outer Island wit -

= Accounting Office

= Payment Voucher Status
Workflow Process Status

Transition
-~

< posting Status —
Cancel

I | Request for Authorization |I

= Origin

= Currency

AUD
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b) Enter the remarks on the step note for the next approver then click the Finish button.

Application L
pplication Language English -

Step Note
“

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

Note:

e The Accountable Advance (AA) will transition to the Island Clerk for authorization.
e The Island Clerk must follow next steps 1.14 to 1.22 to complete the authorization process.

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

RAINING INSTANCE '

——
FreeBalance FreeBal
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1.15 The menu bar on the right side will appear, then Click Dashboard button.

T

EreeBaland Internal Messages

You have 5766 New
Messages.

Dashboard

Session Details

User: bmarea.
Last login:

20-09-2026 22:31:41
Language: English.

Logout

1.16 User Dashboard will appear, Click Accountable Advance.

User Dashboard

Transaction Type Pending Tasks Deadiine Reached Tasks
Payment Voucher 314
Joumnal Voucher 116
Payment Extract Payment 16
Revenue Voucher 5 542
Warrants, Supplements & Virement Voucher 1

Change Request 1

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

0 Update Application ID /om Stage Task Deadline Date To Stage
A
0 | ¢ | AA26-17.0026 For Authorization 21092026 v

Update Cancel
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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”

Accountable Advance
FreeBalance Application Suite

wo—

* Application 10 AA-26-17-0026

“ Workflow Status Approval Requested

Waorkflow Process Status
For Authorization

Transition .

« Currency AUD .

Exchange Rate 1.0000000000

* Advance Type 621272 (Outer Island)
/000 “

1.19 The three options will be shown up.
Note:

e Select Authorize by Line Ministry - If the AA is completed with no mistakes

e Select Cancel - to cancel the AA.

e Select Return for Modification - if there are mistakes that need to be corrected by the
Treasurer.

‘Workflow Process Transition

Accountable Advance

KN E=W BEN HCE

* Application 1D AA-26-17-0026

Workflow Status Approval Requested

Workflow Process Status L
For Authorization

Transition

« Currency

Authorize by Line Ministry -—
Exch Rat Cancel
~ Exchange Rate

< Return for Modification -
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1.20 Then click the Transition button.

Accountable Advance

N =N SR ECH

[ Update/Delete Mode ]

= Application ID

AA-26-17-0026

= Workflow Status

Approval Requested

Workflow Process Status Far Attharis
For Authorization

Transition

Authorize by Line Ministry v E
= Currency AUD -
= Exchange Rate I

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

Vorkflow Process Transition

Accountable Advance

Application L
I pplication Language English B

Step Note
&

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

Z |

1.22 The confirmation message will appear, then click ok.

ifmis-kiribati.freebalance.com says

Workflow Transition Executed
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Notes:

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

e Once the AA Approved, the Treasurer can proceed to step 2 Prepare the Payment Voucher
based on the Accountable Advance (AA).

e 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)

FUYIITIL 10U UV IU s G LRI SO0 INSTUIIUS (LIS IS 1sa )

= Fiscal Year State Fund Copra Payments

State Fund DW

= Fiscal Period State Fund Freight Refund
State Fund RBC Mute
= Voucher Date State Fund RBC Returns

State Fund Standing Imprest (for outer Island with Islet only) #

= Payment Voucher Classification

= Accounting Office

= Payment Voucher Status

2.3 Fill in the Accounting Office.
a) Click the lookup button.

Voucher Number

= Fiscal Year

Y 2026 -

=~ Fiscal Period SEPTEMBER -

Voucher Date 17-09-2026

© Payment Voucher Classification State Fund Standing Imprest (for outer Island wit -

= Accounting Office E

= Payment Voucher Status

Prepared

= Posting Status

Not Posted Reason

= Origin

Manual
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b) Click the find button.

Institution

o | < I = § >~ }f o [ = 1

Code
Workflow Status
workflow Process Status

Institution Code

Is Active

Institution Type

Is Central Government

Organization Start Date

Organization End Date

c) Selectyour respective Island Accounting Office from the list.

Een==titaesticm

| <> § < §N = § - N — |

A a0 P LD b=
AT N ]

AL AE Ay Car ey

AT AN Abarmamrma
A TR e N
AR EBansba

AT ER [ ]

AFBeT Butaritack

A ZeT Kanton
ATl Eoaria

A A raiara

A Ak s ki
AT Maorabkcei

A FPN Pikcsaryaans
AT ~Noncoutt
AT Mot e e e
A Feara e e =

E Tabuaeran (Canninod
AT Teumane

A F ek Pt
AFTT S Tob South

2.4 Fill in the Vendor Field,

a) click the look up button along side to Vendor Field.

Payment Voucher

| & §J < B = |

= Exchange Rate 1 _OO00O00O00

= Total Amount AUD o.00

- Total Amount FC
o.00

Is Purchase Order Related Payment Voucher |:

is Prepaid

-~ Pald Status e

- vendor

~ Bank Account -
Invoice/Claim Number

Involce/Claim Date
- Invoice Receipt Date .
-~ Payrment Location Outer Islands _
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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.

wVendor

o ] <= = J

[ Search Mode ]

Code
Eligibility Status
Workflow Process Status

MNarme

Short Name

wendor Classification Type E

Bank Account

c) Select the Name of the Accountable officer from the list.

Vendor TRAIN
(o ] 2 | e

21610 Turere B Tooma Turere B Tooma

21633 Enrieta loane Tooma Enrieta Ioane Tooma

22050 Jennifer Tooma Jennifer Tooma

22393 Toomaa Kaatlia Takabwebwe Toomaa Kaatila

22493 KHC Tiana Tooma(Timion) Khe Tiana Tooma (Timion)-

22494 Tiana Tooma(Carla Marere Rota) Tiana Tooma(Carla M Rota)

22528 KHC Tiana Tooma( Tibaua & Tooma) Beneuro KHC Tiana TOoma (Tibaua & Tooma),

22569 KHC Tiana Tooma(Kabikea Katirongo) Khc Tiana Tooma(Kabikea K)

22961 KARAKA TOOMA KARAKA TOOMA

23126 Kukuria Tooma K Tooma

23487 Maria Boore Tooma Maria B Tooma

23809 Tooma Merimeri Tooma Merimeri

23877 Tooma Kabobouea Ik

23967 Tooma Timen Tooma te tia katine

3492 Ainen St Tooma Services Ainen St Tooma Services

3615 MariaAriti Ioakim Tooma MariaAriti Toakim Tooma

5764 Tiare Tooma Tlare Tooma

7568 Winnie Elliot & Matieu Tooma Winnie Elliot & Matieu Tooma

7922 Tooma Temataake Tooma Temataake

7929 Tawaia Tooma Tawaia Tooma

8209 Maria Tooma Marla Tooma

8304 Tooma Teemeri Tooma Teemeri
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2.5 Fill in the Treasury Bank Account.
a) Click the lookup button.

Invoice/Claim Date

= Invoice Receipt Date

20-09-2026
= Payment Location Outer Islands -
Payment Mode by Fund Type Development Budget - Payments -

= Treasury Bank Account l -I

Payment Term

b) Click the Find button

Treasury Bank Account

| © | < 1 = B O ><

Application 1D

Currency

Length Of Cheque ID With leading Zeros
IBAN OF Bank Account

Abbreviation

Description

Opened From Date

c) Select the treasury bank account related to your Island from the list.

Treasury Bank Account

ojajs ] x

[ Selection Mode ]

621212 State Fund

621212-21  State Fund Abaiang

621212-22  State Fund Abemama
621212-23  State Fund Aranuka

621212-24  State Fund Arorae
621212-25 State Fund Banaba

621212-26 State Fund Beru

621212-27  State Fund Butaritari
621212-28 State Fund Kuria

621212-29  State Fund Maiana
621212-30 State Fund Makin
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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.

. )
Narration CS Name, WSVV NUMBER, COMM NUMBER, ISLET NAME AND ISLAND

NAME.

* payment Voucher Line Items * Payment Voucher Payment Details Attachments Additional Information
>
“ ﬂ

N 4P

Select Serial Commitment Coding Block Description Amount Tax Net Amount FC Ta
Number Item AUD Amount Amount Amount F
AUD AUD

2.7 Complete the Payment voucher Line Items.

a) Click the new button.

* Narration CS Name, WSVV number, Comm number, Island Name and the Date

* Payment Voucher Line Items * Payment Voucher Payment Details Attachments Additional Information
>
- ﬂ

Select Serial Commitment Coding Block Description Amount Tax Net Amount FC
Number Item AUD Amount Amount Amou
AUD AUD

b) Click the Element view to fill in the Coding block

= Serial Number

= Amount AUD

0.00
Tax Amount AUD 0.00
= Net Amount AUD 0.00

Unit Of Measure

Sub Ledger Type Not Applicable

e = L = ]
~

Is Adwvance Recovery I:I

Quantity Received
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¢) 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

Coding Block

SUB_HEAD 1702 - MFED- Treasury -

FUNDING
AGENCY

PROJECTS

3101 - Dev. Fund - GoK -

18001 - Copra Price Scheme -

LOCATION

NATURAL
ACCOUNT
CODE

COFOG

621272 - Standing Imprest -

000 - Not Defined -

[ -] x_

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.

Sub Ledger Type Accountable Advance

* Sub Ledger Code ﬂ

* Coding Block

1702/3101/18001/38/621272
/000

N 40>

Is Advance Recovery |:|

Quantity Received
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e) Click the find button

Accountable Advance

To I 2 K = Kk < L= 1

[ Search Mode ]

Application ID

Workflow Status
Workflow Process Status
Currency

Exchange Rate

Advance Type

=
f) The accountable advance number will appear, then click on it.
Accountable Advance
[ Q]
[ Selection Mode ]
Application Description Advance Type Advance Status
ID
AA-26-17-  Committment number, WsVV number Standing_Imprest (OQuter Island) Open
0025

g) Enter the Amount same as in Accountable Advance (AA). Then click the save button.

Payment Voucher Line Item

= Serial Number

* Amount AUD

3,000.00
Tax Amount AUD 0.00
= Net Amount AUD 3,000.00

Unit Of Measure

Sub Ledger Type Accountable Advance

iT

1702/32101/18001/38/621272
/000

N 4IY

Is Advance Recovery |:|

Sub Ledger Code Description Committment number, WsVV number

Quantity Received
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2.6 Complete the Payment voucher Payment Details.

a) Click the Payment Voucher Payment Details.

* payment Voucher Line Items * payment Voucher Payment Details Attachments Additional Information

B Il E=E 0D Bl =N N

e

Select Serial Commitment Coding Block Description Amount Tax Net Amount
Number Item AUD Amount Amount FC
AUD AUD
1702/3101/18001/38/621272/000 CS Name, WSVV 3,000.00 0.00 3,000.00 0.00
number, Comm
number, Island
Name and the
Date

b) Click the new button

= Marration

*= Payrment VYoucher Line Items

=

Select Serial Paymment Paymment
Number Dwue Date Method

* Payment WVoucher Payment Det

ETE & |

¢) 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.

Serial Number

=~ Payment Due Date

Payvee Bank Code

ANZ

Payee Branch Code 018970

Payvee Account Number Not required, Pay cash

Payee Name "
A4 Tooma Timon

Payee Address Abatao, North Tarawa

- Payment Amount AUD 3,000.00

Payment Amount FC
Paid /O
Is Deduction Retention Payment C]

“ Vendor
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2.21 Upload Supporting Documents. (Refer to section “3.7.2 How to record RBC Mute/ or RBC Return step
13"

Notes;

The attachment should be

e CPR,
e Tally form (only for island that have Copra Monitors), and
e 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 “3.7.2 How to record RBC Mute/ or RBC
Return step 14 to 17 in".

Notes:

e The Payment voucher will transition to the Island Clerk for Authorization. Therefore, the Island
Clerk must follow steps outlined section 3.7.2 How to approve PV to complete the Authorization
process.

e 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”

Revenue Voucher R
Collection of Tax Revenue

o J < | R
.

Fishing License Collection

Recovery of PayrollOverpayment
Retirement of Credit Card Adwv.
Return Payment from the Bank
Rewvenue for POSMO

Standing Imprest Collection
State Fund EFTPOS Receipts
State Fund General Receipts
State Fund POSMO Receaipt

= Aging Date State Fund RBC Receipt

State Fund SB25 Deposit

State Fund Standing Imprest Co

= Fiscal Year

= Fiscal Period

= Voucher Date

i
Hll

= Institution

State Fund Unclaimed Telmo -

= Collection Classification

* Revenue Invoice Type

= Invoice Workflow Status

= Posting Status
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4.1.6 Fill in the Customer Field.
a) Click the lookup button.

Not Posted Reason

= Qrigin
g Manual

e E

Collection from (Name of Individual)

b) Click the find button.

Customer

[ Search Mode ]

Code

Is On Hold

Reference ID

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

Customenr

| o § < i = N < ]

23959 Nikunau EFTPOS NEKE AUD
23960 Nikunau Posmo NP AUD
FELTEE Nikunau SB25 NI AuD
EEETE) Mikunau Fraight MISE AuD
23963 Hikunau Copra O AuD
23964 MNilsunau Multizle M AUD
23965 Nikunau GP NGP AUD
23966 Taimur Malik Taimurl AUD
23967 Tooma Timon Tooma te tia katine AUD
A17079 Urlam Tirae Iabeta Uriam Tirae Iabeta AUD
aA9oG ANz pank (Kiribati) Ltd Anz Bank (Kiribati) Ltd AUD
S15a Mareta Tanous Mareta Tanoua AuD
5435 Reteta Rimon Nilkuata Reteta Rimon Nikuata AuD
S54a4 Rilbeta Abeta Riibeta Abeta AU
5921 David Yaatina David Yeatinag AUD
©332 Kiribati Land, Transport Authority Kiribati Land, Transport Authority: AVUD
&572 Fluisa Cati Luisa Cati AUD
6661 Postal Bairlkl AUD
Le62 Postal Betio AU
B663 Eaostal Bikenibeu AuD
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4.1.7 Write the Name of the Accountable Officer in the Collection from (Name of Individual).

£ 0 Tall
ram Manual -
Collection from (Name of Individual) I

= Voucher Currency

AUD

4.1.8 Fill in the Bank Account Field.
a) Click the lookup button.

= Receiving Location
9 Outer Islands -~

= Collection Mode by Fund Type Development Budget - Payr -

=

Receipt Term

Bank Deposit No.

b) Click the find button

Treasury Bank Account

Lo ] 2 = §f < [ & |

[ Search Mode ]

Application ID

currency

Length Of Cheque ID With leading Zeros

IBAN Of Bank Account

Abbreviation
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¢) Select the island name from the list.

S2121 2 State Fund

H21 21221 State Fund Abaianmnag
SZ2d>2A 22> State Fund Abermarnma
SZ212A12-23 State Fund Aranulka
S22 2P State Fund Arorae
62121225 State Fund Banaba
S22 226 State Fund Beru
S22 22 F State Fund Butaritari
E2121 228 State Fund Kuria
62121229 State Fund Maiana
S21212-30 State Fund Malkin
S21212-31 State Fund Maralk<i
G621 21232 State Fund MNikunau
G2 A2A 233 State Fund Nonowuti
S22 2 [ State Fund Onotoa
62121235 State Fund Tab North
621221 2-3 State Fund Tab Sowuth
S22 257 State Fund Tarmmarna
[Pl el B=E0C T = State Fund MNorth Tharawvwws

62121251 Kantom

4.1.9 Fill in the Sales Payment Type as “Cash”

Journal Voucher

= Sales Payment Type

-
= Paid Status
i

= Receipt Method

Direct Credit Receipt

Fast Deposit
= R iwvi L ti

eceiving Location Outer Islands —

= Collection Mode by Fund Type Development Budget - Payr -

4.1.10 Enter the Narration as

Commitment number, AA number, Date, Islet name and Island name. Then click the new button.

Creation Date
== -~
Commitment number, AA number, Date, Islet -
name and Island Name =
* RV Payment Details Attachments
W =l
Select Correlative Quantity Coding Block Unit Price AUD Price AUD
ID

Bl O
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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.

= Correlative ID

= Description
-

Unit OFf Measure

Each -
- Unit Price AUD S00.00 I
Unit Price FC 0.00

ST I = L=
B &

Sub Ledaer Type

Not Applicable

= Quantity 1.000

= Price AUD S00.00

= Price FC

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

Revenue Voucher Item

Coding Block

SUB_HEAD 1702 - MFED- Treasury

FUNDING
AGENCY

PROJECTS

3101 - Dev. Fund - Gok

18001 - Copra Price Scheme
LOCATION
NATURAL

ACCOUNT
CODE

COFOG

621272 - Standing Imprest

000 - Mot Defined

- Jf <]
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4.1.13 Fill in the Sub Ledger Code.
a) Click the lookup button.

= Coding Block
g 1702/3101/18001/38/621272

/000

:
A

Sub Ledger Type Accountable Advance

Sub Ledger Code IE I

= Quantity

#

1.000

Price AUD 800.00

Price FC

b) Click on the find button.

FreeBalance

Accountable Advance

@ § < I =

Application TD
workflow Status
wWorkflow Process Status
Currency

Exchange Rate

Accounting Office

¢) Then click on the AA number for the Accountable officer (The AA should be same as the one
linked to the Payment voucher).

N = =R ES

[ Insert Mode ] # > Revenue Mana
Application Description Advance Type Advance Status
ID
AA-26-17- Committment number, WsVV number Standing_Imprest (Outer Island) Open

0025
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d) Then Click the Save button.

) 1395/3101/10001/38/621272 | G WS W
Fdelele] -7

Sub Ledger Type

Accountable Adwvance

-~ Sub Ledger Code

Sub Ledger Code Description
= Quantity

1.000

= Price AUD S00.00

= Price FC 0.00

Correction Correction Coding Block Sub Ledger Type com.fb.gtm.revenueinvoice.do
I IV Line
Iternm

4.1.14 Fill in the RV Payment Details. (refer to section 3.6.7 How to record Revenue Voucher step 16 and
17).

4.1.15 Upload Supporting Documents. refer to section 3.6.7 How to record Revenue Voucher step 18).
Attachments; should be CPR and Cash Summary.

4.1.16 Transition the Revenue Voucher. (refer to section 3.6.7 How to record Revenue Voucher step 19 to
23).

Notes:
e 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.
e 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.

General Ledger

Support Entities

Sub Ledgers

Journal Vouchers

Extended Account Inguiry

Reports
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4.2.2 Click the New nbutton.

Journal Voucher

[ Search Mode ]

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

Journal Voucher

| © § < ] = J = |

Voucher Number

- Fiscal Year v 2026 -

+ Fiscal Period AUGUST -

= Voucher Date 26-08-2026

=
i =

* Stat
arus Prepared

* Posting Status

Not Posted Reason

Payment Location

4.2.4., Fillin the Accounting Office field.
a) Click the lookup button shown below

Journal Voucher

N =W EEN O

[ Insert Mode ]

Voucher Number

* Fiscal Year

FYy 2026 -

* Fiscal Period AUGUST -

* Voucher Date 26-08-2026
—

* Accounting Office ' a ’
S —”

* Stat

atus Prepared

* Posting Status

Not Posted Reason

Payment Location
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b) Click Find Button

Institution

O = N S G @R

[ Search Mode ]

Code
Workflow Status
Workflow Process Status

Institution Code

Is Active

Institution Type

Is Central Government

Organization Start Date

Organization End Date

¢) Scroll down and click on your respective island.
Institution
Lo 1 <

170B Imprest Unit

i710 MFED-KFSU

17AB Abaiang
17AE Arorae
17AM Abemama

17AR Aranuka
17BN Banaba
17BR Beru

17BT Butaritari

17KT Kanton

17KU Kuria

17MA Maiana

17MK Makin

17MR Marakei

17NK Nikunau

17NN Nonouti

17NT North Tarawa

170N Onotoa
17TE Tabuaeran (Fanning)

17TM Tamana
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4.2.5 Select the classification as State Fund Standing Imprest Retirement.

= Exchange Rate Retirement of Credit Card Adv.
Retirement of Imprest
= Type State Fund EFTPOS

State Fund POSMO
* General Ledger Behavior State Fund SB25

State Fund Standing Imprest Re

b

= Classification

= Total Debit Amount AUD 0.00

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.

Journal Voucher

N =N EED O

[ Insert Mode ]

Entity

Narration CS Name, Islet Name, Island Name, AA number, the Commitment

number and the Date.

-laia Attachments
1=

Select Correlative Coding Block Debit Amount AUD Debit Amount FC Credit Amount AUD Credit A
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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).

Journal Voucher Item

= Correlative 1D

e N W
p

Sub Ledger Type Not Applicable

~ Description

commument e

Commitment (PO) Ttem

Close Remaining Commitment (PO) Ttem [:]

“ Debit Amount AUD 0.00

* Debit Amount FC 0.00

Credit Amount AUD 0.00

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

Commitment

Lo 1 = 1 = § <

[ Search Mode ]

Commitment Number

Fiscal Year

Fiscal Period

¢) Click the Commitment number from the list to be used (received from the Copra Unit).

FreeBalance

Commitment

[ © ] &

[ Insert Mode ] & > General Ledger >
Commitment Fiscal Year Fiscal Period Budget Office Workflow Status Workflow Amount AUD Amount FC Balance AUD Balance FC
Number Process Status
COMM-23-01- 2023 ocT 0101 Approved Approved 200.00 0.00 200.00 0.00
0130

> - 2023 DEC 1901 Anproved Approved 21,600.00 o.00 21,600.00 0.00
0303
COMM-25-01- 2025 MAR 0101 Approved Anproved 1,960.00 0.00 1,960.00 0.00
0231
COMM-25-01- 2025 APR 0101 Approved Approved 280.00 0.00 280.00 0.00
0482
COMM-25-01- 2025 ABR 0105 Anproved Appraved 24,782.23 0.00 24,782.23 0.00
0486
COMM-25-01- 2025 ABR 0105 Anproved Appraved 4,860.00 o.00 4,860.00 0.00
0487
COMM-25-01- 2025 APR 0105 Approved Approved 2,847.40 0.00 2,847.40 0.00
0458
COMM-25-01- 2025 APR 0105 Approved Approved 18,716.42 0.00 18,716.42 0.00
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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).

Journal Voucher Item

= Correlative ID

= Coding Block
9 1702/3101/18001/30/272150

/011

A 4p
£
)
0

Sub Ledger Type Not Applicable

*= Description

Commitment (PO)

*= Commitment (PO) Item 1 -

Close Remaining Commitment (PO) Item ]

-~ Debit Amount AUD 70,000.00 I <—

= Debit Amount FC

= Credit Amount AUD

= Credit Amount FC

4.2.9 Then click the Save and return button

CThegue Or Deposit Date
Transaction Numbeaer
Payvee Reference

Is Normmal Roll Up Applied

= Jw Item GSILR Ancestor

Aapplicatiorn XDD» Descriptiomn

| = ==

4.2.10 Click the new button again

.|H|' Attachments
(R

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

Fhb

1702/3101/18001/38/272150/000 2,000.00 0.00 0.00 0.00
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4.2.11 Click the Element view button

= Carrelative ID

Sub Ledger Type

Not Applicable

= Description

Commitment (PO) ﬂ

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

Journal Voucher Item

Coding Block

SUB_HEAD 1702 - MFED- Treasury

FUNDING
AGENCY

PROJECTS

3101 - Dev. Fund - GoK

18001 - Copra Price Scheme
LOCATION
NATURAL

ACCOUNT
CODE

COFOG 272150 - Copra Price Subsidy
621272 - Standing Imprest I
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4.2.14 Fill in the vendor code,
a) click the lookup button.

= Coding Block
g 1702/3101/18001/38/621272

/000

N\ dp

Sub Ledger Type Accountable Advance

e Ledger code

= Description

ommmen e N

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

FreeBalance

Accountable Advance

[ Search Mode ]

Application 1D
Worlkflow Status

Workflow Process Status

Currency

Exchange Rate

Advance Type
Accounting Office E

Purchase Order

c) Click on the AA number. The AA number should be the same as in the PV.

Journal Voucher

FreeBalance

I Accountable Advance
[ Insert Mode ] 4 > General Ledger >
0057
AA-25-07- Standing_Imprest for CMD Training Standing_Imprest Open
0004
AA-25-18- Meal allowance for SCA and KDSA Payout Standing_Imprest Open
0001
AA-25-18- Payment advance for Meal allowance Standing Imprest Open
0100
AA-26-06- comm-26-06-0812 Special Imprest (PLEASE DO NOT USE starting OCT 30 Open
0024
AA-26-17-  special imprest Special Imprest (PLEASE DO NOT USE starting OCT 30) Open
0014
AA-26-17- Committment number, WsVV number Standing Imprest (Outer Island) Open
0025
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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.

I 7000 Pz

Sub Ledger Type Accountable Advance -

Sub Ledger Code Description

= Advance Amount Type

Actuals
“z
Commitment (PO) Refund E

Commitment (PO) Item

Close Remaining Commitment (PQ) Item |:|

= Debit Amount AUD

0.00
= Debit Amount FC 0.00
I‘ Credit Amount AUD I 0.00

= Credit Amount FC

4.2.16 Then click the Save and Return button.

Cheque Or Deposit Number

Cheque Or Deposit Date
Transaction Number
Payee Reference

Is Normal Roll Up Applied

* Jv Item GSLR Ancestor

Application ID Description
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4.2.17 Uploading supporting documents.
Notes: Attachments;

e CPR
e Cash summary
a) Click attachments and then click the New button.

Entity

-

Narration CS Name, Islet Name, Island Name, AA number, commitment number

and the Date.

| BEE EEN

Select Information Download

e

Cl O

b) Enter the Title and the Description of the file then click the choose file button to upload the
file.
Application ID
Attachment Classification

Application Language

English v
= Title
~
Description
7~
B —
+ Attachment Choose file | o file chosen
Date Time
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4.2.18 After uploading attachments click the save button.

W

Select Correlative Coding Block Debit Amount AUD
ID

1702/3101/18001/38/272150/000 2,000.00
1702/3101/18001/38/621272/000 0.00

4.2.19 Transition of the Journal Voucher.
a) Click the arrow button of the transition field and select Request for Authorization.

Journal Voucher

ECE =W BEE ESH =l El BT

[ Update/Delete Mode ]

= Fiscal Year

FY 2026 -
* * Fiscal Period JuLY -
= Voucher Date 26-08-2026
” .
R A
v N
=
Status Prepared
Workflow Process Status
Prepared

Transition
-

* Posting Status cancel
Request for Authorization

Payment Location

e O

=

* Ccurrency AUD -

208
FreeBalance Confidential

\




S
FreeBalance

b) Then click the transition button

Journal Voucher

e Jol=lcololelo)

[ Update/Delete Mode ]

* Fiscal Year

FY 2026 -
= Fiscal Period JuLy -
= Voucher Date 26-08-2026
* Accounting Office 17NT E
* Status Prepared
Workflow Process Status Prepared

Transition Request for Authorization - E

= Posting Status

Saved

Payment Location

* Currency AUD -

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

Application L
pplication Language English
Step Note
“
Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

Transition Application Users
*

Authorize by Line
Ministry

uike Marea
Chrisda Kaeti Ueanteiti
Ioane Barao

Koin Uriam-Kiritione
Maaman Ioakim
Ruteta Tetabo

Notes:

e 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.
e 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.

Quter Island Council

MFED Accounts Claimants

_ Island Asst. Accountant/ .
Treasury Approvers Copra Section Accounts Officer Island Council Clerk

Raise RV for
Unclaimed PV ‘Submit Claim
letter

. Send Claim
Verify Documents lefters and RV

number

MFED Accounts- Prepare
Endorses Commitment Commitment

Approve Commitment

Approve Payment Prepare Payment Authorize Payment
Voucher

Voucher * Voucher

The process description for the reimbursement is as follows:

1.

w

No vk

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).

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

The Treasurer is responsible for sending both the Revenue voucher number raised in 1 and
claim letter(s) to the copra unit.

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

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

ACG will approve the Commitment.

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

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.

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

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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e Undertake physical cash count and write cash summary on cash book.

Step 2: Clerk/Mayor to
e Check the cashbook against the PVs and Receipt that had been raised,
e 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.
e 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.
e 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
e Examination team shall examine the state fund cashbook upon return and provide a report

to the Accountant General on issues noted
e 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.

& General Ledger > Reports

Subledger Report

General Ledger Report

Step 2. Provide the filters below and then click the Generate report button.
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State Fund Cash Book

* Fiscal Year 2024 v
* Fiscal Period JANUARY - ‘
* Location 21-Abaiang -

PDF v@

Step 3. Click Ok on the displayed pop up message.

State Fund Cash Book

JANUARY

21-Abaiang

PDF X

‘@ The Report State Fund Cash Book Was Send To

Report Server With 1D: 1D7ip-172-31-7-247 ap-
southeast-1.compute.internal-42077-
1729746149864-5:954:1:1:1

Step 4. Click on the (i)

State Fund Cash Book Republic of Kiribati

iy
# > General Ledger > Reports >
Fiscal Year 2024 v
Fiscal Period JANUARY -
Location 21-Abaiang -
FOF - iy

“~

Step 5. And then click on the Internal Message to display the details of the generated report.
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State Fund Cash Book Internal Messages

FreeBalanc
You have 3 New MESSBQES.

& > Gener:

Dashboard

Fiscal Year 2024

Fiscal Period JANUARY -

Step 6. Click the linked ID of the notification.

Internal Message

L vJojaj]a]a]o )

Select Status From D Subject Posting Date Reading
Date
| 5518694 Report Server Notification - State Fund Cash Book 25/10/2024
D e g 23:12:17

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

Internal Message
=

id

From
Organization Name
Subject

Body

A
I3

Report State Fund Cash Book With Report Server ID: ID:ip-172-31-7-247.ap-southeast-1.compute.internal-42077-1729746143864-5:954:1:1:1 it is Ready

Send Email
Reguires Action
Receive Read Motice

Receive Action Notice

Posting Date
Reading Date
Due Date
Action Date

Attachments
Attachment Information File Name (Click to Download)

Title:State Fund Cash Book State Fund Cash Book-10:ip-172-31-7-247.3p-southeast-1.com:;

Size:

Step 8. Click on the generated file.
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E— State Fund Cash Book-
ID_ip-172-31-7-247.ap-
n southeast-1.compute.internal-42077-172
9746149864-5 954 1 1 1.PDF
° ss1869a 1,796 B - Done

Report State Fund Cash Bock With Repert Server I0: ID:p- 172-31-7-247.2-southeast-

111511t is Ready

Step 9. This is a sample file for the Cash Book.

STATE FUND CASHBOOK
Cash Book for Island Council
FOR JANUARY. 2024
Date Description Received From/ Paid To JV Number Source Transaction | Debit Amount Credit Amount Balance
Jan 4, 2024|2024 Postal Bikenibeu standing imprest  Postal Bikenibeu TV-2024-JTAN-17-0002  |PV-24-17-0003 70,000 00| Q.00 70.000.00
Jan 30, 2024/- Postal Bikenibeu JV-2024-JAN-17-1844 |RV-24-17-0034 0.00 330.00 -330.00
TOTAL 70,000.00 330.00 69,670.00

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.

& General Ledger

CJ Support Entities

CJ Sub Ledgers

Journal Vouchers

£ Reports

Step 2. Provide the filters as needed.
e Fiscal Year: Default is the current fiscal year. User can change the year based on the
requirement.
e Date from and to: Date range for the JVs posted to be included in the report.
e Subledger Type: Provides option for the user to select the subledger type to be included in the
report.

e Accounting Office: Filters report according to selected Accounting Office/ Division. Leave blank
if not necessary.
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Extended Account Inquiry Republic of Kiribati

FreeBalance Application Suite
= N

= Fiscal Year Fv 2023 -

= Date From 1/1/2023

* Date To 30/8/2023

Sub-Ledger Type

Accounting Office n
Detail O
Zero Balance

HIDE v

Group by Sub-Ledger

e Coding Block Filter Type: Filter the GL Accounts according to the type.
e Segments and Concepts: Select the applicable combination of the coding blocks on how it will be
displayed in the generated report.

Coding Block Filter Type

Hierarchical Coding Block Elements -
Segment Concept Group Is Hide From Element Filter To Element Fi
Element
From
And To
Filter
ORGANIZATION - SUB_HEAD - SUB_HEAD v D [:
FUND - FUNDA - FUNDING AGENCY A D [:
PROJECT - PROIJECT - PROJECTS - D E
LOCATION - LOCATION - LOCATION - D [: 30 30
ECONOMIC CLASSIFICATIO - NAC - NATURAL ACCOUNT CODI A D [: 621212 621212
FUNCTIONAL CLASSIFICATI - COFOG - COFOG - D [:

Step 3. Click the Find button.

Extended Account Inquiry Rep

N =S R e

[ Search Mode ]

Coding Block Filter Type Hierarchical Coding Block Elements v
Segment Concept Group Is Hide From Element Filter To Element Fi
Element
From
And To
Filter
ORGANIZATION - SUB_HEAD - SUB_HEAD - D [:
FUND - FUNDA - FUNDING AGENCY v D [:
PROJECT v PROJECT - PROJECTS v D [:
LOCATION - LOCATION - LOCATION v D E 30 30
ECONOMIC CLASSIFICATIO - NAC - NATURAL ACCOUNT CODt v D [: 621212 621212
FUNCTIONAL CLASSIFICATI v COFOG - COFOG v D [:
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Step 4. The General ledger accounts posted is displayed.

Extended Account Inquiry Republic of Kirik
FreeBalance Application Sy

# > General Ledger >

Account Inquiry Results

Element Sub-Ledger Register Initial Debit Initial Credit Debit Credit Balance Balance Detail
Amount Amount Amount Amount Debit Credit
Amount Amount
2203/1101/00000/25/621212/013 621212 0.00 0.00 3.00 0.00 3.00 0.00
1702/1101/00000,/14/621212/000 0.00 0.00 70,000.00 330.00 69,670.00 0.00
1702/1101/00000/12/621212/000 0.00 0.00  100,000.00 0.00  100,000.00 0.00
1702/1101/00000/11/621212/000 0.00 0.00  70,000.00 0.00 70,000.00 0.00
1601/1101/00000/91/621212/000 0.00 0.00  54,853.15 0.00  54,853.15 0.00
1513/1101/00000/91/621212/092 0.00 0.00 1,734.60 0.00 1,734.60 0.00
1513/1101/00000/91/621212/092 5860 0.00 0.00 0.00 1,734.60 0.00 1,734.60
Total 0.00 0.00 296,590.75 2,064.60 296,260.75 1,734.60

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

Extended Account Inquiry

[ view Mode ]

Step 6. To view the details of the GL posting, click the Detail button.

Account Inquiry Results

Element Sub-Ledger Register Initial Debit Initial Credit Debit Credit Balance Balance Detail
Amount Amount Amount Amount Debit Credit
Amount Amount
2203/1101/00000/25/621212/013 621212 0.00 0.00 3.00 0.00 3.00 0.00 @_l
1702/1101/00000/14/621212/000 0.00 0.00 70,000.00 330.00 69,670.00 0.00 @l )
1702/1101/00000/12/621212/000 0.00 0.00 100,000.00 0.00 100,000.00 0.00 a

216

FreeBalance Confidential




Step 7. The details of the Journal Voucher source is displayed.

—
FreeBalance

Extended Account Inqui

Detail

Element Date Event Sub-Ledger Journal
Type Register Voucher
1702/1101/00000/14/621212/000 4/1/2024 1V-2024-
JAN-17-
0002
d
1702/1101/00000/14/621212/000 30/1/202 JV-2024-
JAN-17-
1844
x| Total
¢

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

Extended Account Inquiry

Source Initial Initial Debit Credit Balance Balance
Document Debit Credit Amount Amount Debit Credit
Number Amount Amount Amount Amount
PV-24-17- 0.00 0.00 70,000.00 0.00 70,000.00 0.00
0003
RV-24-17- 70,000.00 0.00 0.00 330.00 69,670.00 0.00
0034

0.00 0.00 70,000.00 330.00 69,670.00 0.00

Element Date Event Sub-Ledger Journal Voucher Source Initial Initial Debit Credit Balance Balance
Type Register Document Debit Credit Amount Amount Debit Credit
Number Amount Amount Amount Amount
1506/1101/00000/91/6/621813 30/6/2023 JV-2023-JUN-15-  1V-2023-JUN- 0.00 0.00 0.00 350.00 0.00 350.00
0003 15-0003
1506/1101/00000/91/6/621813 30/6/2023 JV-2023-JUN-15-  JV-2023-JUN- 0.00 350.00 0.00 350.00 0.00 700.00
0004 15-0004
1506/1101/00000/91/6/621813 30/6/2023 JV-2023-JUN-15-  JV-2023-JUN- 0.00 700.00 0.00 350.00 0.00 1,050.00
0005 15-0005
1506/1101/00000/91/6/621813 30/6/2023 JV-2023-JUN-15-  JV-2023-JUN- 0.00 1,050.00 0.00 350.00 0.00 1,400.00
0006 15-0006
1506/1101/00000/91/6/621813 30/6/2023 JV-2023-JUN-15-  IV-2023-JUN- 0.00 1,400.00 0.00 140.00 0.00 1,540.00
0007 15-0007
Total 0.00 0.00 0.00 1,540.00 0.00 1,540.00
Step 9. The report is generated.
Government of Kiribati Report Date 26812024
ReportTime : 14:32:23
- User : fo_bduerme
Page10f : 23
Extended Account Inquiry
ia : Date From : 31/12/2023, Date To : 26/9/2024 , Fiscal Period : 2023 - ADJ , Fiscal Year : 2023 , Hi Coding Bleck ECONOMIC
CLASSIFICATION : NATURAL ACCOUNT CODE (From : 621231) (To: 621231)
Account Inquiry Results
Accounting Office | Element Date Event Type| Sub-edser Journal Voucher Source Document | Debit Amount | Credit Amount | ™tal Debit | - Initial Credit | Balance Debit | Balance Credit
Register Amount Amount Amount Amount
1702 621231 31/12/2023 621231 IV-2023-ADJ-17-0008 JV-2023-ADJ-17-0008 0.00) 870.70| 12,078,709.27 0.00) 12,077,820.57 0.00
1702 1621231 31/12/2023 621231 V-2023-ADJ-17-0008 V-2023-ADJ-17-0006 5,860.20 0.00| 12.977,820.57 0.00| 12,983,689.77 0.00
1702 1621231 31/12/2023 621231 V-2023-ADJ-17-0008 IV-2023-ADJ-17-0008 0.00) 248.73| 12.983.689.77| 0.00) 12.983,441.04 0.00
1702 621231 31/12/2023 621231 V-2023-ADJ-17-0008 V-2023-ADJ-17-0006 0.00) 00.75| 12.083,441.04 0.00) 12,083,341.29 0.00
1702 1621231 31/12/2023 621231 V-2023-ADJ-17-0008 JV-2023-ADJ-17-0008 0.00) 7.153.50| 12.983,341.29 0.00) 12.976,187.79 0.00
1702 621231 31/12/2023 621231 IV-2023-ADJ-17-0008 JV-2023-ADJ-17-0008 1,377.50 0.00| 12.976,187.79 0.00) 12,077,965.29 0.00

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

& General Ledger > Reports

Trial Balance Report

Trial Balance Detail Report

Balance Sheet Report

Journal Voucher Details Report

Account Analysis Detail Report

Account Analysis Summary Report

Step 2. Provide the filter below

Detail General Ledger Report

PDF EXCEL XLSX RTF DOCX oDT oDs

Criteria

= Fiscal Year FY 2024 - .

Include Coding Block Description [ ]

Fiscal Period From JANUARY hd ‘

Fiscal Period To SEPTEMBER M *
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Step 3. Select the “Hierarchical Coding Block Elements” from the dropdown

Hierarchy Rollups COA Elements

Caoding Block Filter Type

Hierarchical Coding Block Elements -
Segment Concept Is Hide From Element Filter To Element Filter
Element
From
And To
Filter
ORGANIZATION v SUB_HEAD - SUB_HEAD v D
FUND - FUNDA - FUNDING AGENCY b4 D
PROJECT - PROJECT - PROJECTS - D
LOCATION - LOCATION - LOCATION - D
ECONOMIC CLASSIFICATIO | NAC - NATURAL ACCOUNT CODE = D

621212 621212

Step 4. Click the format to generate the report.

Detail General Ledger Report

| Hierarchy Rollups COA Elements

Step 5. Use the report for Outer Island State Fund analysis.

Fiscal Year T 2023 Period : JANUARY to DECEMBER

Filter Criteria :  Fiscal Period From - JAN; Fiscal Period To - DEC; Ceding Block

Sort By : None

Coding Block Period Transaction Journal Voucher # Source Source Document Description Debits Credits
Date Number

Object 111110 Personal Income Tax (PAYE)
JV-2023-JUL-17- Tokia Greig - PAYE June - July 2023 - RRNo. 0.00 20.00

1705/1101/00000/91/111110/000 JuLy 14712023 |gpa7 Data Import 988751 - FORMANO - Tax016/23 - .
JV-2023-JUL-17- Mili Trading - PAYE for June 2023 - RRNo. 0.00 2250

1705/1101/00000/91/111110/000 JuLy 17712023 |gp45 Data Import 98758 - FORMANO - Tax016/23 ) .
JV-2023-JUL-17- Ocean Link - PAYE June - RRNo. 988753 - 0.00 368.70

1705/1101/00000/91/111110/000 JuLy 17712023 |gp48 Data Import FORMANO - Tax018/23 ) R
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4.4 Account Analysis Detail Report

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

) General Ledger > Reports

Trial Balance Report

Trial Balance Detail Report

Balance Sheet Report

Journal Voucher Details Report

Account Analysis Summary Report

Step 2. Provide the filters below.

Account Analysis Detail Report

Criteria
= Fiscal Year FY 2024 -
Fiscal Period From JANUARY v
Fiscal Period To SEPTEMBER v
Journal Voucher Date From
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Step 3. Select the “Hierarchical Coding Block Elements” from the dropdown

Hierarchy Rollups COA Elements

Coding Block Filter Type

Segment

ORGANIZATION

FUND

PROJECT

LOCATION

ECONOMIC CLASSIFICATIO

4

Hierarchical Coding Block Elements

Concept

SUB_HEAD - SUB_HEAD

FUNDA - FUNDING AGENCY

PROJECT - PROJECTS

LOCATION - LOCATION

NAC - NATURAL ACCOUNT CODt

Step 4. Click the format to generate the report.

Account Analysis Detail Report

Group Is Hide From Element Filter

4
(< <IN < <<

Element
From
And To
Filter

621212

To Element Filter

621212

Coding Block Filter Type

Hierarchy Rollups COA Elements

Hierarchical Coding Block Elements

Segment Concept Group Is Hide Fron
Element
From
Step 5. The sample report is generated.
Currency AUD ( A5 )
Cading Black | WV Type | VDate ".5.;"1‘;.'.’5&,“".:‘; ‘"'};"“”' ‘?m‘-‘:u::\::: Pra | ooura Source ‘ Dq)“’:u:!':m ‘ —— ‘ Description ‘ Debits ‘ Credits ‘m |Cheque Series| [e® |Cheque Date|

Coding Block

C101/101/00000/811225112/011 Reguiar | 15122023 Not Applicable EME e DEC- | Manual Inter Mesky mg 1810.00| 0.00| No

0101/1101/00000/01/6315211011 Reguiar | 1511212023 fﬁ’“;’cs““ :“E IS DEC- | Manual pler Mosty mg 000 1.810.00( No

0102/1101/00000/811225112/011 Reguiar | 15122023 Not Applicable EEJ H202%-DEC- | Manual Inter Mnioty m(g 10,000.00| 0.00| No

0102/1101/00000/81/831521/011 Reguiar | 15122023 f:;(‘“s““ EME ;fj‘m’fgm Manual m mf: 00| 10,000.00| No

0705/1101/00000/01/2821601011 Reguiar | 1511212023 Mot Applicable :“E a2 DEC- | Manual pler Mosty :nz:él::rcpﬁ 83208 0.00| No

0705/1101/00000/811282160/011 Reguiar | 15122023 Not Applicable EIEC_:‘ h-2023DEC- | Manual ter M¥SY | Vat for ballotpapers 70.13| 0.00| No
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