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1 Document Purpose

1.1 Purpose

The purpose of this document is to list down the steps on the monitoring of transactions. The transactions
can be monitored through the screen, the dashboard of the approvers and/ or through the reports.

This document will help the reviewers and approvers of the Line Ministries as well as the employees in the
Treasury in checking and monitoring the transactions.

For Monitoring purposes, following are the transactions and user roles assigned.

Transaction Transition Assigned Roles

Line Ministry Transactions

Budget Transactions (Recurrent Budget) Prepare SAs
Authorize SROs

Budget Transactions (Development Budget) Prepare SAs

Purchase Requisition Prepare All Users
Endorse Accounts
Approve HODs/Directors

Commitment Prepare All Users
Endorse Accounts
Approve HODs/Directors

Purchase Order Prepare Accounts
Review Accounts
Approve SROs

Goods/Services Receive Note Prepare All Users
Inspect HODs

Accountable Advance Prepare All Users
Authorize SROs

Payment Voucher Prepare Accounts
Authorize SROs

Revenue Voucher Prepare Accounts
Authorize SROs

Journal Voucher Prepare Accounts
Authorize SROs

Treasury Approvals

Accountable Advance Review Imprest Section
Approve ACG

Payment Voucher Review Accountants
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Approve SAs, DAGs, ACG
Revenue Voucher Review Accountants
Approve SAs, DAGs, ACG
Journal Voucher Review Accountants
Approve SAs, DAGs, ACG
Bank Account Transfer Voucher Prepare Treasury Staff
Review Treasury SAs
Approve SAs, DAG, ACG

1.2 Intended Audience

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

This document is specifically distributed to the Senior Accountants of the Line Ministries who will monitor
the status of their transactions as well as the Ministry Senior Responsible Officers (SROSs)

This will also be used by Treasury staff who is processing the review and approval of the transactions.

2 How to check pending transactions.

2.1 How to see pending transactiofts review and approval.

To see pending transactions for the reviewers and approvers, the Dashboard is available to check the
transactions pending review or approval. All tasks displayed in the Dashboard are tasks assigned to the
user. To check the pending tasks, follow these step s.

Step 1. Upon logging in, click the (i) for information.
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Republic of Kiribati - TRAINING INSTANCE.. %_

————yy
FreeBaIance FreeBalance Application Suite ‘o

Step 2. The right -side pane of the screen is displayed.

Republic of Kiribati - TRA

FreeBalancelﬂ SapNE  Internal Messages

You have 46 New Messages.

Dashboard

Session Details

User: bteeu.
Last login:

20/8/2023 21:08:24

Language: English.

Step 3. Click on the Dashboard.
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Republic of Kiribati - TRA

FreeBal ancer e Internal Messages

You have 46 New Messages.

Dashboard
=

Session Details

User: bteeu.

Last login:
20/8/2023 21:08:24
Language: English.

Step 4. This screen for the dashboard with the transaction type and the count of tasks to do is displayed.

Republic of Kiribati - TRAINING INSTANCE.. =

User Dashboard FreeBalance Application Suite v:-'y
er Dashboard

Transaction Type Pending Tasks Deadline Reached Tasks

Fayment Voucher 2 2 :

Step 5. Click on the transaction type to  display the list of all the transaction numbers.

pesle o b TRAEG I 2
er Dashboard

Transaction Type Pending Tasks Deadline Reached Tasks

&
ayment Voucher 2 2 v

Step 6. The list of the transactions and their numbers are displayed.
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Payment Voucher Workfow Execution x|l
Slage | v

Application ID

a Update Application ID From Stage Task Deadline Date To Stage

0 | « | PV-23-17-0055 For Authorization 28/7/2023 - Ao

L ]

u] | w | PV-23-17-0074 For Authorization 9/8/2023 v v
Update _Cancel

%NOtESZ

Dashboard is used to check the count of transactions that are assigned to the logged in users.
Only transactions pending to the logged in user is displayed.

The number of transactions displayed are the pending tasks. For transactions that are made
available to all reviewers and approvers, upon completion of one of the users, the number of
transactions will be reduced.

< <<

2.2 Common Questions in Monitoring

2.2.1 How to check if Commitment has a Payment Voucher already ?

Answer 1: Refer to Section 32 How to Monitor Commitments, step 6. If the Commitment Status is Closedthen the
Payment Voucherfor the Commitment is already approved.

Commitment
L Q | &

Status

v
Amount AUD L Closed
Open

Answer 2: Refer to Section4.1.2 Commitment List by Number report, step 3. Total YTD Actuals: The Payment
Voucher Amount. If it is 0.00 that means that there is no PV yet for the Commitment.
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Page 2 OF 33

‘Obligation ID Commitment Issue Date Approval Vendor Name ftem Item Description ftem Currency Total Amount | Total YTD Actual Variance FC Total Amount | Total YTD Actual Variance DC
Source Date Status DC

COMM-23- Titara Rental Rental House for Dr Utiraci

14-0008 Manual 3812023 3/812023 House 1 {June) Closed AUD 400.00 400.00 0.00

Obligation ID COMM-23-14-0006-Total Amount 400.00 400.00 0.00

COMM-23- Lu's Marine Shipping services imv# 12928,

140007 Manual 3/8/2023 3/812023 Sg:zf:gg 1 12924, 12923, 12926 & 12825 Closed| AUD B03.14 803.14 0.00

Answer3: To check whether a PV that is not yet approved isalready linked to the Commitment. Copy the vendor
code of the Commitment, then navigate the Payment Voucher, paste the Vendor Code copied in the Payment
Voucher Vendor field. Click the Search button and all PVs created for the Vendor is displayed. {ick the PV that has
the amount same with the Commitment. Navigate the PV Line Item and check the Commitment Number

Payment Voucher

FreeBa
Lo ] a ¢ ] 0 | O]

= Narration

Met office electrical bill and seaw

* payment Voucher Line Items * payment Voucher Payment Details 1 Attachments
r »
“ ﬂ

Select  Serial Commitment Commitment Coding Block Description Amount Tax Net Ar
Number Item AUD Amount Amount
AUD AUD
1 1 ( COMM—23—01—>0104."1101/00000/91/229311;’011 Cost of Met office 2,171.70 0.00 2,171.70
0004 electrical bill and
seawages for the
month July

2.2.2 How to check if PRhas a Purchase Order already?

Answerl: Refer to the Section 3.3 How to monitor Purchase Requisition, step 10and 11. ¥ Ordered Quantity and
Amount: when a value is available other than 0.00, this means that the PO assigned to the PR is already approved.
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Purchase Requisition

Progress

Requisition Item Description Drop Ordered Ordered Received Received Requested Requested Invoiced Invoiced To Be To Be

Number Number Number Quantity Quantity Quantity Quantity Quantity  Quantity Quantity Quantity Received Received
Amount Amount Amount Amount Quantity Quantity
Amount
PR-23-17- 1 purchase of 1 3.000000 327.000000 [3.000000 327.000000 3.000000 327.000000 3.000000 327.000000 0.000000 0.000000
0001 3 wifi
modem for
IFMIS
Training for

all Ministries
and Account
staff

Answer2: Refer to section 3.3 How to Monitor Purchase Requisition, step 5¢ Closed: Either this is closed by the
user so the budget can be returned to the available balance, or the PR is already processed in Purchase Order (PO)

Status

b

Preferred Vendor Closed
Open J

Answer3: To check if theif a not yet approved PO is alreadyassigned to the PR. Navigate the PR and gmtthe line-
item screen.If the Status of the Item is Assigned, it means that a PO is already created for the PR.

Purchase Requisition

oJal=Jololelels]o

* purchase Requisition Items * Suggested Vendors Attachments
- - &
“

Select Ttem Status Ttem Quantity Coding Block PO Assigned Unit Price AUD
Number Quantity

1 Assigned [14111509 40.00000000 0101/1101/00000/91/229112/011 0.00000000 3.0038

2 Assigned 24.00000000 0101/1101/00000/91/229112/011 0.00000000 7.4025

3 Assigned 24.00000000 0101/1101/00000/91/229112/011 0.00000000 6.8963

5 Assigned 100.00000000 0101/1101/00000/91/229112/011 0.00000000 0.5963
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2.2.3 How to check if items in PO is already received and inspected ?

Answer : Refer to step 100f section 3.4 How to monitor PO. ¥ Received Quantity and Amount: when a value is
available other than 0.00, this means that the Goods/Services Received Note (GSRN) for the PR is alreguhgpared

Progress

Po/Contract Item Description Drop Ordered Ordered Received Received Returned Returned Invoiced Invoiced To Be To Be To Be To Be Delivery
No. Number Number Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Received Received Invoiced Invoiced Date
Amount Amount Amount Amount Quantity Quantity Quantity Quantity From
Amount Amount
PO-23-01- 1 Maintenance 1 1.0000 99.0000 1.0000 99.0000 0.0000 0.0000 0.0000 0.0000 0.0000 0.0000 1.0000 99.0000 1/8/2023
0007 on Met
aircon
(Betio)

2.2.4 How to check if Purchase Order has a Payment Voucher already?

Answerl: When a PVis prepared for the PO, refer to step 10 of section 3.4 How to monitor PO. When a PV Number
is displayed in the screen displayed upon clicking the Progress button, then it means a Payment Voucher is already
created for the PO.

Purchase Order

Progress

Po/Contract Item  Description Drop  Ordered Ordered Reccived Received Returned Returned Invoiced Invoiced ToBe ToBe ToBe  ToBe Delivery Delivery | Expense
No. Number Number Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Received Received Invoiced Invoiced Date Date To | Voucher
Amount Amount Amount Amount Quantity Quantity Quantity Quantity From No.

Amount Amount

PO-23-17- 1 purchase of 1 3.0000 327.0000  3.0000 327.0000  0.0000  0.0000  3.0000 327.0000  0.0000  0.0000  0.0000  0.0000 1/7/2023 31/7/202
0001 3 wifi

modem for

IFMIS

Training for

all Ministries

and Account

staff

.-
BR

-
N

mEa s -
=]
=]
=
(S}

Answer2: The status of t RlesedpO iThial meacy itmadl the PV created
approved.

Purchase Order

eJaJeJoJofelels]o

e
’ = Currency o

2.2.5 How to check if Payment Voucher is already paid?
Answerl: Go to the field JPaid Statug, if the status is already updated to YES, then the PV is already fd.

FreeBalance Confidential
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Payment Voucher

eJaleJofofe]o

= Is Purchase Order Related Payment Voucher [:]

* is Prepaid U

= Paid Status

= iendor e

Answer2: Go to the tab Payment Details. The Paid Column is checked.

Payment Voucher

lojajlsjojolo]o |

[ View Mode ]
PETETEEE mkaureata &

Repub
FreeBalance Appl

&>

Approved Date

16/8/2023 12:39:36

" Narration Payment for airfare iro DS Wanro to attend the CoSP
* Payment Voucher Line Items * Payment Voucher Payment Details 1 Attachments
o
Select Serial Payment Payment Method Payment Reference Payment Amount Payment Amount
Number Due Date Number AUD FC
1 16/8/2023 ™ 2,690.00 0.00

3 How to monitor transactions from the screen.

All transactions can be monitored from its screen. The transaction screen has the modes available to the
Users. This is displayed below the buttons in  all the transactions.
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Commitment

[ Search Mode ]

= Commitment Number

: This is displayed when the New ﬂ button is clicked. This means that the
user is entering a new transaction entry.

[ Insert Mode ]

[ Search Mode ]

: This is displayed by default when the screen is opened. This means that the user
can search any or all the existing transactions.

[ Selection Mode ]

: This is displayed when the Find ﬂ button is clicked. It means that the
user can select any transaction from the list displayed based on search.

[ view Mode ]

: This is displayed when a transaction is selected. View mode is displayed when the
user is viewing a transaction that is not assigned to him. This is also applicable when viewing a fully
approved transaction.

[ Update/Delcte Mode | : This is displayed when a transaction selected is pending update, review, or

approval from the logged in user.

3.1 How to monitor Accountable Advance

Accountable Advance is a functionality available in IFMIS where users can enter their advances. This is
available for all types of advances. It is also the access where travelling officers enter their travel requests.
Monitoring of the status of Advances are the responsibility of travelling officers themselves as well as the
reviewers and the approvers. To monitor the Advances, follow these steps.

Step 1. Navigate the Menu > General Ledger > Sub Ledgers > Accountable Advances >Accountable Advance.

FreeBalance Confidential
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& General Ledger > Sub Ledgers > Accountable Advances

Advance Type

Step 2. Atthe Ei=ziienl esi= all the fields that are is the screen can be used as a filter to search for group of
or specific Accountable Advance.

Step 3. Use the field Workflow Status and select from the dropdown list the applicable status of the Advance

to search.
1 Approval Requested : These are advances that are already send for review or approval.
1 Approved : These are Advances that are already approved.
1 Cancelled : These are Advances that are cancelled. This can no longer be used is any succeeding
processes.
1 Closed : These are closed by Imprest, which means that the Advance is already fully retired.
1 Created : These are advances that are created and saved by the Travelling Officer and is pending

request for approval.

Accountable Advance

[ Search Mode ]

Application ID

Workflow Status

Advance Type [ Approval Requested |
Approved |
) ) Cancelled |
Accounting Office i Closed |
Created

Step 3. Click the Lookup button on the Advance Type

FreeBalance Confidential
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Advance Type @

Step 4. Click the Find button on the Advance Type screento  display the Advance type to close from.

Advance Type

[ Search Mode ]

Step 5. Click to select the applicable Advance Type.

Advance Type

e Jafle] x

Application Name

ID

621211 Petty Cash
621271 Special Imprest
621272 Standing Imprest

Step 6. Click the Find button once all filters needed are provided.

Accountable Advance

ejals

[ Search Mode ]

Accounting Office

FreeBalance Confidential
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Step 7. At the Selection mode, click to select a specific advance to view. TheIDis01 -AA-0001 where J301;j
the new Ministry Code, AA is Accountable Advance, and 0001 is the numeric number series for each

ministry.
[ Selection Mode ] # > General Ledger > Sub Ledgers > Accountable Advances >
Application  Description Advance Type Advance Status
)
01-AA-0001 Advance for Travel Special Imprest Open
03-AA-0001 Request for CR Abuera Uruaaba for Aug 31- Sept 5,2023 Special Imprest Closed

14-AA-0001 Advance request for travel to Tabsouth from 15 August to 22 August  Special Imprest
2023

=]

Ren

15-AA-0001 Imprest for MOU Consultation at Beru Is Special Imprest

@]

pen

Step 7. To check the Users, Date and transition of the Accountable Advance, click the workflow history
button.

Accountable Advance

[ View Mode ]

= Application ID

= Workflow Status

Step 8. View the details of the selected Accountable Advance

Advance Status: Set automatically to closed when the Outstanding Balance is zero (0.00)
Advance Limit Amount: ~ The amount that is allowed to Travelling officer to advance.

Paid Amount : The amount of the from the approved Payment Voucher

Actual Amount Paid: The amount processed and approved by the Payment Section

Retired Amount : The amount that is retired

Outstanding Balance:  Amount that is pending for retirement. When this is equal to zero, the status
is updated to J3Closed. j

ogprwhE
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eJalefo

= Advance Status

Open
" Payee 2013151
Holder Name

= Advance Limit Amount AUD

= Is Pay Advance In Single Installment [Z

= Actual Amount AUD

* Paid Amount AUD

* Retired Amount AUD
= Refund Amount AUD

* Qutstanding Balance AUD

FreeBalance

(1)

1,806.00 @)

© ©

()

0.00 @

Step 7. To check the transactions that are posted against the Advance, click the tab Advance Transaction
Actuals.

f
f

Sequence Number:
Actual Transaction Date:

Number of transactions that are posted against the Accountable Advance.
Date when the PV is approved for the payment of the advance, JV when it

is retired, another PV when there is a refund, or RV when there is a collection from the travelling

officer.

Debit Amount:  This is the amount paid for the advance.
These are the posted amounts from retirements.

Credit Amount:

FreeBalance Confidential
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Advance Transaction Schedule Advance Transaction Actuals

Sequence Actual Debit Amount AUD Credit Amount AUD Debit Amount Foreign Credit Amount Foreign
No. Transaction

Date
1 16/8/2023 2,000.00 0.00 0.00 0.00
2 16/8/2023 0.00 1,000.00 0.00 0.00
3 16/8/2023 0.00 1,000.00 0.00 0.00

3.2How to monitorCommitments.

Commitments can be monitored through the screen or through the report. For this section, we will use the
monitoring of Commitments from the Screen. To do this, follow the steps below.

Step 1. Upon navigating the Commitment, the screen is by default at the Search Mode.

Step 2. All fields that are available in the Commitment screen can be used as a filter. At the SEEI( R\ ele[-38
the user can use all available fields to filter data to check and monitor transactions.

Step 3. Select Fiscal Year and Fiscal Period : The specific Year and Month can be selected from the
dropdown list.

Commitment

[ Search Mode ]

Fiscal Year

FY 2023 Ad

I Fiscal Period AUGUST .

Step 4. Select the Workflow Status:  Approval Requested means all Commitments that are pending for

endorsements. Created means all Commitments that are saved by the user preparer and still pending to

them for completion of the details.  Approved means, the commitment is already approved. If there is no
Payment Voucher created for it yet, then means it is ready for Payment Voucher preparation.

FreeBalance Confidential
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Commitment
L Q | &

Workflow Status

b

Commitment Type Approval Requested

Approved
Cancelled
Created
Rejected

Posting Status

Step 5. Select the Posting Status : Temp Save are Commitments saved as Draft. It can be that the budget

data is not yet available of any other reason. Saved are Commitments that are already saved. It can be in
any Workflow Status.

Commitment

eJaleola

Posting Status

el

. LSC'—
Temp Saved

Step 6. Status : Open means that the Commitment is still pending preparation of Payment Voucher. Or a

Payment Voucher is already prepared from it but it is not yet approved. Closed means that the Payment
Voucher prepared against it is already Approved.

Commitment
L Q | &

Status

v

Amount AUD L Closed
Open

Step 7. To check the approval status of the Commitment, once a transaction is selected, go to the Workflow
Process Status.
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Commitment
L Q) =l

Commitment Number COMM-23-03-0001

= Fiscal Year FY 2023

= Fiscal Period JULY

= Issue Date 16/8/2023

= Budget Office 0301

= Workflow Status A ]
Approved

Workflow Process Status

Step 8. To check where the Commitment is assigned, to know where to do a follow up, go to the Workflow
History button and click it.

Commitment

[ Update/Delete Mode ]

Step 9. The details ofthe wor kf |l ow hi story are displayed. Go to the nul
from the dropdown list.
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Commitment

Workflow History

Current Stage

Filter On Execution Step Type

Previous 1-10 of 16 - Next 6

Execution Date Description Transition Type From Stage To Stage g(:n;l;f:?own step User 1-11—?602:?5 N 2nce \[:glti:

Type Signature
15/8/2023 Prepare Manual Prepared Completed tmikaio
12:32:40
15/8/2023 For Endorsement Manual Prepared For Endorsement Completed tmikaio request approval
12:34:29

Step 10. The following workflow history as displayed means
1 Return for Modification ZMeans that all the User UDs with executi

transition and return the Commitment to the user who prepared for it. The return for Modification is

available to the User who will endorse and is also available to the User who will approve the
Commitment.
1 Endorse zMeans t hat all the User UDs with execution step
Endorse the Commitment. When one of these users will pick the assigned transition, the window to
endorse the same is already closed. The pending tasks of the other users will also decrease based
on the completed tasks by the other reviewers.
1 Approve 7z Means that the users with type assigned can approve the Commitment. Approval of the
Commitment means that the available budget of the budget will be decreased equal to the amount
of the Commitment.
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Commitment

Workflow History

Current Stage

©
©

Filter On Execution Step Type

-
Previous Show All 16 - Next
Execution Date Description Transition Type From Stage To Stage Workflow User Step Note Evidence Valid
Execution Step of Data
Type Signature
Prepare Manua Prepared Completed tmikaio
For Endorsement Manua Prepared For Endorsement Completed tmikaio equest approval
Return for Modification Manua For Endorsement Prepared Assigned tamaroa
Return for Modification Manua For Endorsement Prepared Assigned tawaia
Return for Modification Manua For Endorsement Prepared Assigned tbauro
Return for Modification Manua For Endorsement Prepared Assigned nteuvarai
Return for Modification Manua For Endorsement Prepared Assigned aeterika
F\e':urr for Modification Manual For Endorsement Prepared Assigned kraobati ]
Return for Modification Manua For Endorsement Prepared Assigned traj
15/8/2023 rEl'dcrse Manual For Endorsement Endorsed Assigned rtamaroa ]
12:34:29
15/8/2023 Endorse Manual For Endorsement Endorsed Assigned Iltawaia
12:94:29

3.3 How to monitor Purchase Requisition

Purchase Requisitions are requests initiated by the Divisions from of the Ministries. These are the requests
to buy for any items that are needed. For  approvers who will monitor the Purchase Requisitions, follow
these steps.

Step 1. Navigate the Menu > Purchasing > Purchase Requisition

Purchase Requisitions
Purchase Orders

Goods/Sarvices Receive Mote

| Reports

Step 2. At the [SiEiegl\Velel=n the user can use all the available fields for filtering.
Step 3. Select the Fiscal Year and Fiscal Period if the list of PRs needs to be filtered by Year and Month.
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Fiscal Year FY 2023 .

Fiscal Period AUGUST .

Step 4. Select the Workflow status from the list. Following are the applicable status for IFMIS.

1 Approval Requested: These are the PRs that are already send for endorsement and approval.

1 Approved : All approved PRs. They are not eligible for PO processing if it is not done yet.

1 Cancelled : PRs that are deemed no longer valid by the user.

1 Closed : Closed are the approved PRs that are no longer valid. The purpose of closing a PR isto
return the PR amount back to the budget available balance.

Created : These are all the PRs that are saved by the user.

]

Workflow Status

Posting Status Acknowledged

Approval Requested
Approved
Cancelled
Closed
Created
Status Template
Voided

Not Posted Reason

Step 5. Select the applicable status from the list.

1 Closed : Either this is closed by the user so the budget can be returned to the available balance, or
the PR is already processed in Purchase Order (PO)

1 Open: All PRs that is not yet assigned to an approved PO.

Status

i

Preferred Vendor Closed
Open

Step 6. The Procurement Threshold can also be used as a filter to display the list of PRs. Enter the number 1
if user will filter just the PRs that with amounts below 1,000.00, and 2 for amounts between 1k and below
10K, 3 for amounts between 10k and below 50k, 4 for PRs with amounts above 50K.

1 1z VLVP Very Low Value Procurement 1.00 to 999.00

1 2ZLVP Low Value Procurement 1,000.00 to 9,999.00

1 37 MVP Medium Value Procurement 10,000.00 to 49,999.00
1 4z HVPHigh Value Procurement 50,000 and above
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Step 7. The list of PRs is displayed based on the filter data provided.

1 Application ID: PR-23-01-0001 where PR is the prefix of the transaction, 23 is the Year, 01 is the New
Ministry Code, and 0001 is the numeric series per Ministry.

1 Requisition Date: Date when the PR is created.

1 Posting Status: Saved when the transaction is saved and at any status. Temp Saved when the PR is
temporarily Saved.

1 Workflow Status:  This is the system status of the PR.

1 Workflow Process Status:  This is the transition status of the PR.

91 Description: Details of the PR

1 Total Amount: Amount of the PR.

Purchase Requisition e

Republic of Kiribati

FreeBalance Application Suite )
5] [y
T 4
[ Selection Mode ] 4 > Purchasing >

Previous 1-50 of 174 - Next 50

Application Requisition Date Posting Status Workflow Workflow Process Description Purchasing Plan Total Amount AUD  Total Amount FC
I Status Status Status Detail
PR-23-01-  9/8/2023 Saved Open Created Prepared Charter cost to attend 12,000.00 0.00
0001 the opening ceremony

for MV Tetiaraoi at

Makin
PR-23-01- 0/8/2023 Saved Open Approval For Endorsement Charter cost to attend 13,706.00 0.00
0002 Requested the opening_ceremony._

for MV Tetiaraoi at

Makin
PR-23-01- 11/8/2023 Saved Open Approval Endorsed Rations for Parliament 522.95 0.00
0003 Requested session

Step 8. To check the approval process status of the PR and who is it assigned, go to the Workflow History
button of specific PR, and click it.

Purchase Requisition

[ View Mode ]

Requisition Number

*= Fiscal Year

Step 9. The workflow history is displayed.

1 Execution Date: The date when the transition was done.
1 Description: The transition done.
1 Transaction Type: The type if it is Manually done of automated by the system.
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From Stage: The stage where the workflow originated.

To Stage: The next stage to transition if the type is assigned, or the step that was done when the
type is Completed.

Workflow Execution Step Type:  Assigned when the transition is not done yet and it is assigned to
the user and completed when it is already done by the user.

Workflow History

Current Stage

Filter On Execution Step Type

Execution Date Description Transition Type From Stage To Stage Workflow User Step Note Evidence Valid
Execution Step of Data
Type Signature

9/8/2023 Prepare Manual Prepared Completed aioane

14:47:17

9/8/2023 For Endorsement Manual Prepared For Endorsement Completed aioane

14:47:44

9/8/2023 Endorse Manual For Endorsement Endorsed Assigned mkatarake

14:47:44

9/8/2023 Return for Modification Manual For Endorsement Prepared Assigned mkatarake

14:47:44

Step 10. To monitor the status of the request, click the Progress button.

Purchase Requisition

eJaJofo

[ View Mode ]

Requisition Number

Step 11. The progress detail of the PR is displayed.

=A =4 =4 A

Requisition Number : The PR Number.

[tem Number 4t wi | | only display 1 when thereAs only 1
Description : The description of the Item to purchase

Drop Number : Number of the item per delivery schedule.

Ordered Quantity and Amount - when a value is available other than 0.00, this means that the PO
assigned to the PR is already approved.

Received Quantity and Amount : when a value is available other than 0.00, this means that the
Goods/Services Received Note (GSRN) for the PR is already approved.

Invoiced Quantity and Amount : This means that the Payment Voucher for the PR is already
approved.

To be Invoiced Quantity and Amount : The amount means it is still the remaining PV to be

prepared against the received items of the assigned PO for the PR.
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1 Delivery Date from and to: The date inclusive for the month when the GSRN for the PR is
approved.
1 PO Contract No.: This is the reference number for the PO assigned to the PR.

Progress X

Requisition Item  Description Drop  Ordered Ordered i i Invoiced Invoiced To Be To Be To Be To Be Delivery  Delivery  Po/Contract
Number  Number Number Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Received Received Invoiced Invoiced Date Date To No.
Amount Amount Amount Amount  Quantity Quantity Quantity Quantity From
Amount Amount
PR-23-01 1 2.000000 16.000000 0.000000 0.000000 2.000000  16.000000 0.000000 0.000000 2.000000 16.000000 0.000000 0.000000 8/1/2023  8/31/2023
| 0006 PO-23-01
i 0003
| PR-23-01 1 1.000000 10.000000 0.000000 0.000000 1.000000  10.000000 0.000000 0.000000 1.000000 10.000000 0.000000 0.000000 8/1/2023  8/31/2023
0006 PO-23-01.
0003

3.4 How to monitor Purchase Order

Purchase Order (PO)are the transactions entered for the actual purchase of the requests from the Divisions
of the Line Ministries. The PO is to be done by the Accounts Division of the Ministries. Monitoring of the Pos
are available to all the users who has access to the screen. To m onitor the PO, follow these steps.

Step 1. Navigate the Menu > Purchasing > Purchase Order.

‘ Punchiasing

Purchase Requisitions

Goods/Services Receive Mote

] Reports

Step 2. Atthe Ei=ziieal Vesl= of the PO Screen, all the fields are available to filter the POs to search.
Step 3. Select the Fiscal Year and Fiscal Period if the list of PRs needs to be filtered by Year and Month.
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Purchase Order

[ Search Mode ]

PO Number
Fiscal Year £v 2023 -
Fiscal Period AUGUST -

Step 4. Select the applicable status to filter POs from the dropdown.

Approval Requested: These are the POs that are already send for review and approval.
Approved : All approved PO. These POs is can now be processed for the GSRN.

Cancelled : POs that are deemed no longer valid by the user.

Closed : Closed are the approved P Os that are no longer valid. The purpose of closinga P O is to
return the P O amount back to the budget available balance.

I Created : These are all the P Os that are saved by the user.

= =4 =4 =

Purchase Order Workflow Status

Expiry Date Approval Requested
Approved

Purchase Order Type Cancelled

Closed

Created

Procuring Entity ;TIEI:r:IplI:te
oide

Step 5. Select the Orders status as applicable for the filter.

1 Closed : Means that the PV for this PO is already approved
1 Open: Means that the PO does not have a PV yet or has a PV already but not yet approved.

Order Status

-

Currency Closed
Open

Caech =0 [

Step 6. The Procurement Threshold can also be used as a filter to display the list of POs. Enter the number 1
if user will filter just the PRs that with amounts below 1,000.00, and 2 for amounts between 1k and below
10K, 3 for amounts between 10k and below 50k, 4 for PRs with amounts above 50K.

1 1z VLVP Very Low Value Procurement 1.00 to 999.00
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1 2ZLVP Low Value Procurement 1,000.00 to 9,999.00
1 37 MVP Medium Value Procurement 10,000.00 to 49,999.00
1 4 z HVP High Value Procurement 50,000 and above

Step 7. The created by can also be used to filter the POs. Enter the User ID of the employee who created the
PO and then click the Find button. All POs created by the User will be displayed in the list.

Step 8. To check the workflow status of the PO, click the Workflow History button of the PO selected.

Purchase Order

[ View Mode ]

PO Number

*= Fiscal Year

Step 9. The details of the workflow history are displayed.

Purchase Order

Workflow History

Current Stage

Filter On Execution Step Type

Execution Date Description Transition Type From Stage To Stage Workflow User Step Note Evidence Valid
Execution Step of Data
Type Signature

19/7/2023 Prepare Manual Prepared Completed bkamariera

12:47:02

19/7/2023 For Review Manual Prepared For Review Completed bkamariera

12:56:31

19/7/2023 Review Manual For Review Reviewed Completed jruatu For approval

13:11:42

19/7/2023 Approve Manual Reviewed Approved Completed tmetutera

13:21:25

19/7/2023 Close Manual Approved Closed Assigned tmerimeri

13:21:26

Step 9. To check the status of the PO, click the Progress button.
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Purchase Order

ojajsjojol=u] o |

[ view Mode ]

PO Number —

Step 10. The details of the progress and status of the PO is displayed.

=A = =4 A =

PO Contract No.: This is the PO Number

Item Number: The item and number of items of the PO
Description: The description of the item/s of the PO.
Drop Number : Number of the item per delivery schedule.

Ordered Quantity and Amount : when a value is available other than 0.00, this means that the PO
assigned to the PR is already approved.

Received Quantity and Amount : when a value is available other than 0.00, this means that the
Goods/Services Received Note (GSRN) for the PR is already prepared .

Invoiced Quantity and Amount : This means that the Payment Voucher for the PR is already
prepared .

To be Invoiced Quantity and Amount : The amount means it is still the remaining PV to be

prepared against the received items of the assigned PO for the PR.
Delivery Date from and to: The date inclusive for the month when the GSRN for the PR is

approved.
Expense Voucher: The number of the Payment Voucher created for the PO

Purchase Order

Progress

Po/Contract Item  Description Drop  Ordered Ordered Reccived Received Returned Returned Invoiced Invoiced ToBe ToBe ToBe  ToBe Delivery Delivery Expense
No. Number Number Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Received Received Invoiced Invoiced Date Date To  Voucher
Amount Amount Amount Amount Quantity Quantity Quantity Quantity From No.
Amount Amount
PO-23-17- 1 purchase of 1 3.0000 327.0000  3.0000 327.0000  0.0000  0.0000  3.0000 327.0000  0.0000  0.0000  0.0000  0.0000 1/7/2023 31/7/2023 .
0001 3 wifi EN

-
~

modem for
IFMIS
Training for
all Ministries
and Account
staff

=}
=
=
=)

3.5 How to monitor Goods /Services Receive Note

The Goods/Services Received Note is a functionality available in the IFMIS to record the receiving of the
items purchased. Only received Goods/Services are eligible for Payment Voucher preparation. To monitor
the Goods/Services received, follow these steps.
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Step 1. Navigate the Menu > Purchasing > Goods/Services Received Note.

Purchasing

CJ Support Entities

Purchase Requisitions

Purchase Orders

Step 2. Atthe Ei=ziieql es= all the fields in the screen are available to use as filter in  monitoring the
transaction.

Step 3. Select the status to filter from the Received Note Status

1 Approval Requested: Means that the GSRN is already sent for inspection to the user approver.

1 Approved: Means that the GSRN is already inspected and a PV is now ready to be prepared against
the PO of the received Items.

9 Cancelled: Means that the user cancelled the GSRN

1 Created: Means that the Items is already received and recorded by the user who received the
Items/Services.

Goods/Services Receive Note

[ Search Mode ]

GSRN Number

Received Note Status -

Note Type l Approval Request
A

pproved
Cancelled

G/S Receive Note Reference [ Created ]

Step 4. Select the Year and the Month to use a filter in searching for a specific GSRN
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Goods/Services Receive Note

[ Search Mode ]

Fiscal Year FY 2023 -

I Fiscal Period JULY -

Step 5. When filters are provided based on the selected values from the screens, click the Find button.

Goods/Services Receive Note

[ Search Mode ]

Fiscal Year FY 2023 .

’ Fiscal Period JuLY .

Step 6. The screen is now in Selection mode where the user can select a GSRN to view.

Goods/Services Receive Note R

FreeBalancq
Lo ] a |

[ Selection Mode ] &>

GSRN Note Type Received Note Status Workflow Process Status Responsible Issue Date

GSRN- Receive Approved Inspected Iotebwa Reuera 18/8/2023

GSRN- Receive Approval Request For Inspection Teririko Anro 18/8/2023

Step 7. To check the workflow status of the selected GSRN, click the Workflow History button.
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Goods/Services Receive Note

[ View Mode ]

GSRN Number

GSRN-23-01-0002

= Received Note Status

Step 8. The details of the workflow history of the GSRN is displayed. From the Workflow Status Type,
completed means that the User completed the transition already and Assigned means that the user
displayed in the screen is still a pending tasks that needs to be completed.

Goods/Services Receive Note I || ||| | . I

Current Stage

Filter On Execution Step Type

Execution Date Description Transition Type From Stage To Stage Workflow User Step Note Evidence Valid
Execution Step of Data
Type Signature

18/8/2023 Prepare Manual Prepared Completed tanro

16:54:47

18/8/2023 For Inspection Manual Prepared For Inspection Completed tanro pls

16:57:38

18/8/2023 Inspect Manual For Inspection Inspected Assigned ttaawetia

16:57:38

18/8/2023 Inspect Manual For Inspection Inspected Assigned beritai

16:57:38

18/8/2023 Inspect Manual For Inspection Inspected Assigned metekia

16:57:38

18/8/2023 Return for Modification Manual For Inspection Prepared Assigned metekia

16:57:38

3.6 How to monitor Payment Voucher

The Payment Voucher are the payable voucher that is prepared to recognize the payable to the Vendor. This
is prepared by the Line Ministries. When it is routed to the Treasury, the actual payment of the voucher will

be processed. For Line Ministries who will monitor the status of their Payment Vouchers, these steps are
provided.

3.6.1 How to monitor PV from the PV Screen
Step 1. Navigate the Menu > Expenditures > Payment Voucher.
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/“ Expenditures

Payment Vouchers

Payment Voucher Work Flow Tracking

Step 2. Atthe Eizziieq ieiel= all the fields in the screen are available to use as filter in monitoring the
transaction.

Step 3. Filter the search by using the Number.

1 * Before the number means everything that Ends with
1 * After the number means everything that Starts with
1 * Before and after the keyword means that everything that contains

Payment Voucher

| ojajsj]ea

[ Search Mode ]

Voucher Number $17-00%

Ficcal Year

Step 4. Select the Year and Month from the dropdown.

Payment Voucher

cjajsja

[ Search Mode ]

Fiscal Year

FY 2023 v

I Fiscal Period AUGUST

Step 5. The Payment Voucher Classification can also be used to filter PVs to search.

1 For Direct Payment:  PVs created using this are the PVs that are directly debited to a Balance Sheet

Account or a Revenue Account. Examples of these transactions are Tax Refunds and Advances. This

FreeBalance Confidential

——

34



FreeBalance

can also be used to prepare PVs where the Ministry is still in transition with the Go Live use of IFMIS

where PVs will no longer require Commitments and Purchase Orders because they are already

done.

Pay to Others Payment:  PVs using this classification are PVs with multiple Vendor payee.

Payment for Advances: These are PVs that are advances to Vendors.

Payment for Commitments: These are PVs that are paid with Commitments.

Payment for Imprest Request and Refund: All PVs relating to payment of Imprests.

Payment for Local Purchase Orders  : PVs relating to Purchase Orders.

Payment for POSMO Money Transfer  : This is used only by the Treasury Examination Unit to

process the Money Transfers.

1 Payment for Payroll Expenses:  This is used by Payroll Section to process the PVs relating to Payroll
payments.

=A =4 =4 4 4 4

Payment Voucher

[ Search Mode ]

Payment Voucher Classification

For Direct Payment
Pay to Others Payment
[ Payment for Advances

Accounting Office l

Payment Voucher Status Payment for Commitments

Payment for Imprest Request & Refund
Payment for Local Purchase Orders (LPO)
Payment for POSMO Money Transfer

Posting Status [
Payment for Payroll Expenses

Step 6. The Paid Status can also be used to filter PVs.

1 No: Means that the PV is not yet paid. The Payment for it can be processed already but it is not yet
approved.
I Yes. This PV is already processed for Payment.
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Payment Voucher

L ojajsj]s

[ Search Mode ]
Mk )

Paid Status .
A
Is Reversed | No
Partially |
Reversal Payment Voucher | Yes | ‘

Step 7. The PV can also be filtered using the Payment Mode.

Payment Voucher

[ Search Mode ]

Payment Mode by Fund Type

Treasury Bank Account l o

Offset Code [ Recurrent Budget - Payments

Development Budget - Payments

Step 8. When all filters are provided based on need, click the Find button.

Payment Voucher

[ Search Mode ]

Fiscal Year

FY 2023 v
Fiscal Period AUGUST .
Voucher Date
Payment Voucher Classification Payment for Local Purchase Orders (LPQ) v

Step 9. The list of PVs is displayed based on the provided filter.
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Payment Voucher

N =N ER

[ Selection Mode |

Republic of Kiribati

4 > Expenditures > Payme

Voucher Payment Voucher Status Origin Narration

Currency Total Amount AUD
Number

PV-23- Approved Manual Being_for boardroom, light refreshment and dinner AUD 880.00
15-0035

Step 10. To check the workflow status of the PV selected, click the Workflow History.

Payment Voucher

[ View Mode ]

Voucher Number

O gy I S

Step 11. The detail of the workflow is displayed.

Payment Voucher

Workflow History

Current Stage

Approve e up t
Filter On Execution Step Type .
Execution Date Description Transition Type From Stage To Stage Workflow User Step Note Evidence Valid
Execution Step of Data
Type Signature
18/8/2023 Prepare Manual Prepared Completed reuera
13:37:43
18/8/2023 Request for Authorization Manual Prepared For Authorization Completed euera pls
13:42:43
18/8/2023 Authorize by Line Ministry Manual For Authorization Ministry Authorized Completed kanimako Request urgent
14:44:11 assistance please
Return for Modification Manual Ministry Authorized Prepared Completed ttebike Please approve
Request for Authorization Manual Prepared For Authorization Completed euera

3.6.2 How to monitor PV from Payment Voucher Workflow Tracking  screen.

While monitoring the Payment Vouchers in the PV screen is possible, monitoring it with aging based on days
and based on the workflow are better specially for the Accounts in the Line Ministries. To monitor the PVs
using, the PV Workflow Tracking screen is available for users. To do this, follow the steps below.

Step 1. Navigate the Menu > Expenditures > Payment Voucher Workflow Tracking
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/‘\ Expenditures

Payment Vouchers

£J Reports

Step 2. The filters are provided.

Fiscal Year: Defaulted to the Current Year. Select other year if needed.
Fiscal Period: Defaulted to the current month. Unselect it to display all PVs of the year.
Institution Type:  Select the Type where the count of the PVs is grouped.
Institution:  Select specific Institution if list of PVs is filtered by Ministry or by Division.
Workflow Status From:  Select the status that is to be filtered. These are the Workflow status that
can be used for filtering.
o Prepared: PVs that will be displayed are the PVs saved by the User that is not yet sent for
authorization.
0 Ministry Authorized:  These are PVs that are already authorized the Line Ministry SROs and
is pending review by Treasury.
o For Approval (up to 99,999): These are PVs that are reviewed by Treasury and is pending
approval of the Senior Accountants in Treasury.
o For Approval (100K to to 499,999): These are PVs that are reviewed by Treasury and is
pending approval of the Deputy Accountant General in Treasury.
o For Approval (500K and above):  These are PVs that are reviewed by Treasury and is
pending approval of the Accountant General of the Treasury.
I Range of Days: Defaulted to 3 days, ender the days where PVs are grouped.

=A =4 =4 A =4
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Expense Voucher Work Flow Tracking

* Fiscal Year

FY 2023 -
Fiscal Period
w
= Institution Type Ministry -
Institution
= Workflow Status From Ministry Authorized -
Workflow Status To -
Treasury Bank Account
= Range Of Days 5

Step 3. Click the Get Results button.
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Expense Voucher Work Flow Tracking

Coding Block -
z =

Segment Concept Group Is Sub To
Display

- -

- -

- -

- -

- -

- -

Get Results

Step 4. The PVs are displayed based on the selected filters.

No. of Expense Vouchers in process for days calculated from the day of their Workflow stage was created

1 - 5 days 6 - 10 days 11 - 15 days > 15 days Total

Institution Number A Numb A Number Amount Numb A I k Amount
01-0B 23 96,549.78 13 18,191.89 2 2,260.13 4 4,509.10 42 121,510.90
17 - MFED 11 69,542.85 11 64,364.10 3 3,873.08 26 8,326.72 53 146,106.75
15 - MOE 48 376,590.11 26 299,430.16 4 1,957.72 4 13,195.48 82 6901,173.47
14 - 33 647,050.79 2 5,378.60 6 18,399.14 2 6,830.26 43 677,658.79
MHMS

02 - PSO 0 0.00 7 10,739.39 0 0.00 0 0.00 7 10,739.39
Total 115 1,189,733.53 59 398,104.14 17 26,490.07 36 32,861.56 227 1,647,189.30

Step 5. To change the details of the filters, click the Alter Details button. Provide the different Filter and click
the Get Results button again.
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No. of Expense chers in process for days ulated from the day of their Workflow
1-5days 6 - 10 days 11 - 15 days > 15 days Total

Institution Number A Numb A Number Amount Numb A T t Amount
01-08B 23 96,549.78 13 18,191.89 2 2,260.13 4 4,509.10 42 121,510.90
17 - MFED 11 69,542.85 11 64,364.10 5 3,873.08 26 8,326.72 53 146,106.75
15 - MOE 48 376,590.11 26 299,430.16 4 1,957.72 4 13,195.48 82 691,173.47
14 - 33 647,050.79 2 5,378.60 [} 18,399.14 2 6,830.26 43 677,658.79
MHMS

02 - PSO 0 0.00 7 10,739.39 o 0.00 0 0.00 7 10,739.39
Total 115  1,189,733.53 59 398,104.14 17 26,490.07 36 32,861.56 227 1,647,189.30

Step 6. To view the details of the PVs that are grouped per aging, click the Number.

No. of Expense chers in process for days c heir Workflow s
1- 5 days 6 - 10 days 11 - 15 days > 15 days Total

Institution Number A Numb A Number Amount Numb A r i Amount
01-0B 23 96,549.78 13 18,191.89 2 2,260.13 4 4,509.10 42 121,510.90
17 - MFED 11 69,542.85 bkl 64,364.10 5 3,873.08 26 8,326.72 53 146,106.75
15 - MOE 48 376,590.11 26 299,430.16 4 1,957.72 4 13,195.48 82 691,173.47
14 - 33 647,050.79 2 5,378.60 6 18,399.14 2 6,830.26 43 677,658.79
MHMS

02 - PSO 0 0.00 7 10,739.39 0 0.00 0.00 7 10,739.39
Total 115 1,189,733.53 59 398,104.14 17 26,490.07 32,861.56 227 1,647,189.30

Step 7. The PV in this list is displayed.

Of Expense Vouchers

Previous 1-250f 36 - Next 11

Accounting  EV Number EV Date Current WF Status Current WF Status Date Invoice Number Vendor Currency Amount
Office

1702 - PV-23-17-0005 7/18/2023 Ministry Authorized 19/7/2023 1058850 Australia Dollar 80.00
Treasury

1702 - PV-23-17-0007 7/18/2023 Ministry Authorized 18/7/2023 674015 Australia Dollar 80.00
Treasury

1702 - PV-23-17-0013 7/20/2023 Ministry Authorized 24/7/2023 77 Australia Dollar 512.72
Treasury

1702 - PV-23-17-0014 7/20/2023 Ministry Authorized 24/7/2023 76 Australia Dollar 26.00
Treasury

1702 - PV-23-17-0015 7/20/2023 Ministry Authorized 24/7/2023 75 Australia Dollar 80.00

3.7 How to monitor Revenue Vouchers

The Revenue Voucher is a screen and functionality available in IFMIS for users to record the collections. To
monitor the RV Transactions, follow the steps below.

Step 1. Navigate the Menu > Revenue Management > Revenue Voucher
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/.\ Revenue Management

T Reports

Step 2. Atthe Eizziieq ieiel= all the fields in the screen are available to use as filter in monitoring the
transaction.

Step 3. Select the Year and the Month filter of RVs to search.

Revenue Voucher

[ Search Mode ]

Fiscal Year

FY 2023 v

Fiscal Period AUGUST -

Step 4. Select the applicable Classification filter to search the RVs.

Collection from  Customs : These are all types of collections by Customs.

Collection from Imprest  : These are collections from Travelling Officers retiring their Imprest.
Collection from Poster Sales : These are collections made by MFMRD for the Poster Sales.
Collection of Fees : These are all types of Fees collected by all Line Ministries.

Collection of Tax Revenue : Collections of all types of Taxes.

Collections in Outer Islands  : This will be used to record all types of Collections made in the Outer
Islands.

=A =4 =4 4 A =
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Revenue Voucher

eJaleo]a

Collection Classification

-

Collection from Customs
Collection from Imprest

Collection from Poster Sales |
Collection of Fees (All Types)
Collection of Tax Revenue {
Collections in Quter Islands

Revenue Invoice Type l
Invoice Workflow Status l

Posting Status

Step 5. Select the applicable status filter to select the RVs.

Approval Requested: These are the R\s that are already send for review and approval.

Approved : RVs approved. A JV is also posted against the approved RVs.
Cancelled : Cancelled RVs.

Created : These are all the R\s that are saved by the user.

=A =4 =4 =4

Revenue Voucher

eJale]a

Invoice Workflow Status -

Approval Requested
Approved
Cancelled
Created
Rejected
Template
[ Verified ]

Posting Status i
Not Posted Reason [

Origin

Step 6. Select the applicable Location from the list.

9 Accounts Division of Line Ministries: These are collections made in the Line Ministries.
1 MFED Treasury: These are collections recorded in the MFED.
9 Outer Islands: These are collections made in the Outer Islands
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Revenue Voucher

eJalefcol<Ta

Receiving Location

w
Collection Mode by Fund Type Accounts Division of Ministries
. MFED Treasury |
Quter Islands
Bank Account [ |

Step 7. Click the Find button when all the applicable filters are provided.

Revenue Voucher

[ Search Mode ]

Fiscal Year FY 2023 -

Fiscal Period AUGUST .

Step 8. The list of RVs is displayed based on the provided filter.

Sl
Revenue Voucher Republic of Kiribati B~

FreeBalance Application Suite sy’ |
o = ¢
[ Selection Mode ] 4 > Revenue Management >

Voucher Voucher Date Invoice Workflow Posting Status Paid Status Voucher Currency Customer Collection Invoice Total Invoice Total

Number Status Classification Amount AUD Amount FC

RV-23-  9/8/2023 Created Saved Yes AUD GP 7 120.00 0.00
) 01-0001

RV-23- 17/8/2023 Created Saved Yes AUD GP 7 30.00 0.00

01-0002

Step 9. To check the workflow status of the RV, click the Workflow History button of the selected RV to view.
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Revenue Voucher

[ Update/Delete Mode ]

Voucher Number

RV-23-01-000

= Fiscal Year

]
%

[¥%])

)/

Step 10. The details of the Workflow History are displayed. On the column Type, completed means the ID of
the User in the User column completed the Transition, and  Assigned Means it is still pending to the user.

Revenue Voucher

Workflow History

Current Stage

epared
Filter On Execution Step Type -
Execution Date Description Transition Type From Stage To Stage Workflow User Step Note Evidence Valid
Execution Step of Data
Type Signature
Prepare Manual Prepared Completed aioane
Cancel Manual Prepared Cancelled Assigned aioane
Request for Review Manual Prepared For Review Assigned aioane

3.8 How to monitorJournal Vouchers

Jurnal Vouchers is the screen available for IFMIS to record all noncash GL transactions. This is also the
screen where Vouchers are posted automatically from Payment Vouchers, Revenue Vouchers, Cancellation
of approved PVs, Approved Payment Extracts, Refund of Accountable Advances and others. To monitor JV
transactions, follow the steps below.

Step 1. Navigate the Menu > General Ledger > Journal Vouchers
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General Ledger

] Reports

] Sub Ledgers

] Support Entities

Extended Account Inquiry

Step 2. Atthe Ei=ziieql es= all the fields in the screen are available to use as filter in monitoring the
transaction.

Step 3. Select the Year and Month filter to  search the JVs

Journal Voucher

oJal=]s

Fiscal Year FY 2023 .

Fiscal Period AUGUST .

Step 4. Select the Classification to filter the Journal Vouchers.
1 Inter Ministry Transactions: These are Transactions that involves ministries with offsetting
accounts. One example of these are the charging to the budget allocations of Line Ministries for the
expenses of Official Passports, and the recording of the revenue accounts for Ministry of Foreign

Affairs.
1 Month/Year End Adjustments: These are manual recordings of adjustments for the month end

and/or the year end.
1 Reallocation Adjustments: If there are any, this classification will be used to record corrections of

wrong charging of allocations.
1 Retirement of Imprest: This will be used to record retirement of Imprest. This is applicable when
the actual imprest expenses is the same as the advance amount.
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Journal Voucher

o Jal=]s

Journal Voucher Classification

e

Total Debit Amount AUD Inter Ministry Transactions
Month/ Year End Adjustments

Reallocation Adjustment l

Total Debit Amount FC Retirement of Imprest

Step 5. Select the Origin to filter the JV Transactions. Following are the valid Origins to filter JV records.

Bank Account Transfer: Posting from approved Bank Transfers
Bank Reconciliation:  Posting from adjustments of Bank Reconciliation
Invoice : Posting from approved Revenue Vouchers

Manual : Posting made from recording Journal Vouchers

Payment Voucher : Posting made from approved Payment Vouchers
Payment : Posting made from approved Payment Extract Payments.

=A =4 =4 4 4 4

Journal Voucher

oJale=]s

Origin

v

Entity Accountable Advance hd

Accountable Advance Refund
Asset Transfer

Assets

Bank Deposit

Bank Reconciliation

| n

MNarration

Step 6. When all filters are provided, click on the Find button.
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Journal Voucher

[ Search Mode ]

Fiscal Year FY 2023 .

Fiscal Period

AUGUST v

Step 7. The list of Journal Vouchers is displayed.

Ay
Journal Voucher Republic of Kiribati
FreeBalance Application Suite
o] a | =

Voucher Fiscal Year Fiscal Period Approved Date Accounting Office Status Origin Total Amount
Number
V-2023- 2023 AUG 0101 Created Manual 100.00
AUG-01-
0001
V-2023- 2023 AUG 0104 Approval Requested Manual 37.88
AUG-01
0002

) V-2023- 2023 AUG 21/8/2023 0101 Approved Payment Voucher 123.60
AUG-01
0003
V-2023- 2023 AUG 25/8/2023 0101 Approved Payment Voucher 1,795.30
AUG-01

3.9 How to monitor Budget Transactions

All Budget Transactions are entered in IFMIS using the screen Warrants, Supplements, & Virements Voucher
(WSVV). AllRecurrent Budget Transfers and Development Budget Transactions are to be entered using this
screen.

To monitor budget transactions, follow the steps below.
Step 1. Navigate the Menu > Budgeting and Appropriations > Warrants, Supplements, & Virements Voucher.
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Budgeting & Appropriations

] Manage Support Entities

CJ Reports

Budget Control

Commitment

Step 2. Atthe EElegieels all the fields in the screen are available to use as filter in monitoring the
transaction.

Step 3. Select the 3All otmentj from the Budget Control Ty

1 Appropriation: Means the Budget is at Warrant level.
1 Allotment : Because all requests and transfers of Line Ministries are relating to their available
budget to use, so use Allotment to filter transactions.

Warrants, Supplements & Virement Voucher
Q) 8

Budget Control Type

b

Fiscal Year |
APPROPRIATION
§ ) TRANSACTIONS
Fiscal Period [

Step 3. Select the Year and Month filter to search for the Budget Transactions.
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Warrants, Supplements & Virement Voucher

[ Search Mode ]

Budget Control Type

ALLOTMENT -
Fiscal Year FY 2023 .
Fiscal Period AUGUST .

Step 4. Select the Type from the list.

I Transfer : This means that the Budget Transaction is taking an budget amount from an existing
budget line and adding it to a new budget line or increasing an existing one.
1 Update : This creating a new Budget line, increasing or decreasing an existing one.

Warrants, Supplements & Virement Voucher

[ Search Mode ]

Voucher Type

w
Warrant Classification m
\ Update

Step 5. Select the applicable Classification from the list.

1 Budget Transfers (Line Ministries not yet in IFMIS): These are Budget Internal Transfers of the
Line Ministries that are not yet using IFMIS. This is currently used and done by Treasury.

I Contingency Warrant and Special Fund Warrant: Warrants that is only done by NEPO.

1 Department Warrant z Budget Transfers : These are transfers of Budget Balance from one
Location to another. This is done and approved in Line Ministry Accounts.

1 Development Budget (From Planning) and Recurrent Budget (From Planning): This are the
Classifications used in processing budget transactions as an output from Budget Planning. This is
only available to NEPO.

1 Development Fund z Warrantand Development Fund z Transfers: These are requests prepared
from the line ministries concerning their Development Budgets. It is subject for the approval of
NEPO.
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Development Fund Warrant 7z Additional : These are Development Budget Warrants issued during
the year that was not part of the Development Budget Planning.

New Project Funds : These are new projects that is available during the year that was not part of the
budget planning.

Opening Balance : This is classification only used for the data migration. It is not available for the
Line Ministries.

Recurrent Budget Internal Transfers and Recurrent Budget Virements : These are budget
transfers relating to Recurrent Budget. It is prepared from the Line Ministries and is subject fore
review and approval in NEPO and Treasury.

Supersede Warrant:  Warrants prepared by Line Ministries to supersede the warrants initially
submitted and approved. This is subject for NEPO review.

Budget Transfer s (Location Transfer):  This will be for Budget Tra nsactions within the Ministry to
transfer budget available balance from one Location to Another

Warrants, Supplements & Virement Voucher

ojajsja
e

[ Search Mode ]

Warrant Classification

Warrant's Legal Basis

Budget Transfers (Line Ministries not yet in IFMIS)
Contingency Warrant
Department Warrant - Budget Tranfers
Development Budget (From Planning)
Development Fund - Transfers
Development Fund - Warrant
Development Fund Warrant - Additional
New Project Funds
Opening Balance
Recurrent Budget (From Planning)
Recurrent Budget Internal Transfers
Not Posted Reason | Recurrent Budget Virements

| Special Fund Warrant -
1 Supersede Warrants

Undate Hiaher | evel Warrant [

Budget Office

Workflow Status

Posting Status

1

Step 6. Select the applicable Workflow Status to use as filter in searching for budget transactions.

f
f
1
1

Approval Requested: These are the WSVVs that are already send for review and approval.
Approved : All approved WSVVs

Cancelled : Cancelled WSVVs

Created : These are all the WSVVs that are saved by the user.
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Warrants, Supplements & Virement Voucher
o] a &

Workflow Status

v

Posting Status Approval Requested

Approved
Being Approved
Cancelled
| Created
Rejected
Reversed
Waiting for Publication

Mot Posted Reason

Update Higher Level Warrant

Debit AUD

Step 7. Select the applicable origin of the Budget Transactions. The following are the valid origins of WSVV
transactions.
1 Budget Planning: All budget transactions posted from Budget Planning. This is the General Warrant
and the development budget amounts.
1 Data Import: These are budgets imported as part of Data Migration.
1 Manual: These are budget transactions prepared from Line Ministries, NEPO and/or Treasury.

Warrants, Supplements & Virement Voucher

[ Search Mode ]

Origin

b

Is Reversed | Budget Execution Document

Budget Planning
| Cash Plan Update
Cash Planning

Reversed Voucher ' DBM Oversight ] ﬂ
. Data Import
Generic Import Web Service

Reversal Voucher | Human Capital ] ﬂ
| Manual

Payment Order
Description 1 Web Service

Is Reversal

Step 8. Click the Find button when all filters are provided.
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Warrants, Supplements & Virement Voucher

[ Search Mode ]

Origin

Is Reversed
Is Reversal

Step 9. The list is displayed.

. Ay
Warrants, Supplements & Virement Voucher Republic of Kiribati
FreeBalance Application Suite _}

[ Selection Mode ]

#f > Budgeting & Appropriations >

Voucher Budget Control Fiscal Fiscal Voucher Budget Workflow Workflow Voucher Debit AUD Credit AUD Debit FC Credit FC
Number Type Year Period Date Office Status Process Type

Status
WS- ALLOTMENT 2023 AUG 9/8/2023 0101 Approval For Line Transfer 10,000.00 10,000.00 0.00 0.00
23-01- Requested  Ministry
0084 Authorization
WSVV- ALLOTMENT 2023 AUG 24/8/2023 0101 Approval For Line Transfer 16,000.00 16,000.00 0.00 0.00
23-01- Requested  Ministry_
0106 Authorization
WSVV- ALLOTMENT 2023 AUG 24/8/2023 0103 Approval For Line Transfer 2,000.00 2,000.00 0.00 0.00
23-01- Requested  Ministry
0107

Authaorization

Step 10. Click the Workflow History of the selected WSVV to view.

Warrants, Supplements & Virement Voucher

[ update/Delete Mode ]

Voucher Number

(-23-01-0084

= Budget Control Type ALLOTMENT -

Step 11. The history details are displayed. From the column Workflow Execution Step type, completed

means that the workflow transition is completed by the user in the list. Assighed means it is pending for the
user as listed in the User column.

FreeBalance Confidential

——




S
FreeBaance

Workflow History

Current Stage For Line Ministry Authorization

Filter On Execution Step Type .

Execution Date Description Transition Type From Stage To Stage Workflow User Step Note Evidence Valid
Execution Step of Data
Type Signature

9/8/2023 Prepare Manual Prepared Completed aioane

15:38:06

9/8/2023 For Approval Manual Prepared For Approval Completed aioane

15:40:23

9/8/2023 For Line Ministry Automatic For Approval For Line Ministry Completed aioane

15:40:23 Authorization Authorization

9/8/2023 Authorize by Line Ministry Manual For Line Ministry Authorized by Line Ministry  Assigned ttaawetia

15:40:23 Authorization

9/8/2023 Return for Modification Manual For Line Ministry Prepared Assigned ttaawetia

15:40:23 Authorization

4 How to monitor Transactions from Reports

To monitor status of the each of the transactions, reports are made available for users.

4.1 How to generate Report.

Reports can be generated to monitor transactions. All reports  can be generated by the selected format and
based on the filter provided. To generate reports, follow these steps.

Step 1. Navigate the report by following the path provided in the next Sections.
Step 2. Provide the filters as describe in the next sections.

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

o111~ 00]°

Step 4. Click Ok on the message displayed.

apac.freebalance.com says

The Report ObligationListByObligation|DReport Was Send To Report

Server With ID: ID:WIN-

AVHOZ2F8TMOV-50033-1692050790003-5:468:1:1:1

Step 5. Click on the (i) and click on the Internal Messages.
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Commitment List By Number Report
Internal Messages

PDF EXCEL x1sx RTE pocx. oot ops
You have 67 New Messages.

# > Budgeting & Appropriations > Re|

DERLLETL]
=]

Filter Criteria
= Commitment Fiscal Year

2023 -
- Distribution Fiscal Year Session Details
2023 hd
Fiscal Period AUGUST -
28/8/202:
i
Source &

Step 6. Click the linked ID of the Notification for the  report.

K2 K3 5 8 N =B

Select Status From 1D Subject Posting Date

Biena @ Report Server Notification - Commitment by Vendor Report 28/8/2023
O L] 14:47:03

Step 7. Scroll down to the bottom of the page and click the file link to download the file.
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Subject Report Server Notification - Commitment by Vendor Report
Body Report Commitment by Vendor Report With Report Server ID: 1D: WIN-
AVHO2F8TMOV-50033-1692050790003-5:470:1:1:1 it is Ready
&
Send Email J
Requires Action [:|

Receive Read Notice [:|
Receive Action Notice [ |

Posting Date 28/8/2023 14:47:03

Reading Date
Due Date
Action Date

Attachments
Attachment Information File Name (Click to Download)

Title:Commitment by Vendor  Commitment by Vendor Report-ID: WIN-

Report AVHOZF8TMOV-50033-1692050790003- L
By: 5:470:1:1:1.PDF

: ) . ==
Biena 0N 28/8/2023 Size:  322.6 KB

4.2 Commitment Reports

4.2.2 Commitment List by Number Report

Step 1: Navigate the Menu & Budgeting and Appro  priation > Reports > Commitment List by Number Report

Step 2. Provide the filters as follows. Note that only those filters with ( *) are mandatory. If the other non
mandatory filters are not needed, then leave it blank.

1 Commitment Fiscal Year and Distribution Fiscal Year : Defaulted to the current year. Select the
other year if the current year is not applicable.

1 Fiscal Period: Defaulted to the current month. Select the other month if the current month is not
applicable for the filter.

1 Source: User can sParthase Order jifae Codnmitments posted automatically from approved
Pur c has e Nuanuhlg forsNon-BO Commitments.

1 Status: Closed for Commitments that has an Approved PV already, and  Open for Commitments that
has np PV or with PV that is not yet approved.

1 Issue Date: Created Date range that can be included in the report for the Commitments.

1 Approval Date: Approval date range of Commitments that can be included in the Commitment
Report
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Commitment List By Number Report

=R
PDF EXCEL XLSX RTF DOCX oDT oDs

Filter Criteria
= Commitment Fiscal Year 5023 -
= Distribution Fiscal Y.
istribution Fiscal Year 2023 .
Fiscal Period AUGUST -
Source
w
Status
w
Currenc
v Domestic -
Domestic Balance
w

Commitments ﬂ

Issue Date

From Date

To Date

G G

Approval Date

From Date
To Date
Comment

Freesarance conmnaenual
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Step 3. Click the appropriate report file type from the buttons to generate the report.

I Total YTD Actuals: The Payment Voucher Amount. If it is 0.00 that means that there is no PV yet for
the Commitment.
i Variance: The amount means itAs the amount pending for P

E Government of Kiribati Reneritme. o801
— Ministry Of Finance i
Sl Commitment List By Number Report
Commitment Fiscal : 2023
Fiscal Period : AUG
Filter Criteria B Source - Manual
Group By B Obligation ID
Sort By :  Obligation ID - Upward
Commitment Approval Item Item Total Amount |Total YTD Actual Total Amount |Total YTD Actual
Obligation ID Source Issue Date Date Vendor Name Item Description Status Currency FC FC Variance FC Dc Dc Variance DC
N Cost of Met office electrical bill
COMM-23- a1 1582023 |21/8/2023 |Fublic Utlities |, and seawages for the month | Open | AUD 2471.70 0.00 2,471.70
01-0004 Board July
Obligation ID COMM-23-01-0004-Total Amount 2,171.70 0.00] 2,471.70
COMM-23- OCEAN LINK Met office telephone bill and
01-0012 Manual 24/8/2023  |28/8/2023 LD 1 internet for July Open AUD 2,754.70 0.00| 2,754.70|
Obligation ID COMM-23-01-0012-Total Amount 2,754.70 0.00] 2,754.70
COMM-23- ) : Bus hire for guest during the
06.0003 Manual 10/8/2023  |10/8/2023 |Niwa Pacific 1 National day Open AUD 3,740.00 0.00| 3,740.00|
Obligation ID COMM-23-06-0003-Total Amount 3,740.00 0.00] 3,740.00
COMM-23 S| wave payment for Intemet for the
06 DDOA "~ |Manual 10/8/2023  |10/8/2023 |{ISP) Company |1 month of Open AUD 890.00 0.00| 890.00
" Lid August
Obligation ID COMM-23-06-0004-Total Amount 890.00 0.00] 890.00
COMM-23- Tobaraoi Travel ' TOBARAOI AIRFREIGHT
140001 Manual 2/8/2023 3/8/2023 W 1 CHARGES ‘ Open AUD 515.60 0.00| 515.60

4.2.2 Commitment by Vendor Report
Step 1: Navigate the Menu & Budgeting and Appropriation > Reports > Commitment by Vendor Report

Step 2. Provide the filters as follows. Note that only those filters with ( *) are mandatory. If the other non
mandatory filters are not needed, then leave it blank.

1 Commitment Fiscal Year and Distribution Fiscal Year : Defaulted to the current year. Select the
other year if the current year is not applicable.

1 Fiscal Period: Defaulted to the current month. Select the other month if the current month is not
applicable for the filter.

I Source: User <can sPearthase Orderjh ef dr Commi t ments posted automat
Pur chase Nanulgr & .0 rBONommitments.

1 Status: Closed for Commitments that has an Approved PV already, and  Open for Commitments that
has np PV or with PV that is not yet approved.

1 Issue Date: Created Date range that can be included in the report for the Commitments.

1 Approval Date: Approval date range of Commitments that can be included in the Commitment
Report
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Commitment By Vendor Report

PDF EXCEL XL5X RTF DOCX oDT oDs

Filter Criteria

= Fiscal Year FY 2023 .
Fiscal Period From AUGUST .
Fiscal Period To AUGUST .

Source

Status

Domestic Balance

Step 3. Click the appropriate report file type from the buttons to generate the report.

I Total YTD Actuals: The Payment Voucher Amount. If it is 0.00 that means that there is no PV yet for
the Commitment.
i Variance: The amount means itAs the amount pending for P
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ﬂ Government of Kiribati s sl

— Ministry Of Finance poot ot
*\,_:__/" Commitment List By Number Report

Commitment Fiscal - 2023

Fiscal Period - AUG

Filter Criteria :  Source - Manual

Group By : Obligation ID

Sort By © Obligation ID - Upward

i Commitment Approval Item P Item Total Amount [Total YTD Actual y Total Amount |Total YTD Actual -
Obligation ID Source Issue Date Date Vendor Name Number Item Description Status Currency FC FC Variance FC Dc De Variance DC
. Cost of Met office electrical bill

COMM-23- | y1ny,) 15/8/2023 |21/8/2023 | ublic Utilties |, and seawages for the month | Open |  AUD 217170 0.00 217170
01-0004 Boal July

Obligation ID COMM-23-01-0004-Total Amount 2,171.70 0.00| 2,171.70
COMM-23- OCEAN LINK Met office telephone bill and

010012 Manual 24/8/2023 |28/8/2023 LTD 1 internet for July Open AUD 2,754.70 0.00| 2,754.70
Obligation ID COMM-23-01-0012-Total Amount 2,754.70 0.00| 2,754.70
COMM-23- Bus hire for guest during the

06.0003 Manual 10/8/2023 |10/8/2023  |Niwa Pacific 1 National day Open AUD 3,740.00 0.00| 3,740.00
Obligation ID COMM-23-06-0003-Total Amount 3,740.00 0.00| 3,740.00
COMM-23 Speed wave payment for Internet for the

o |Manual 10/8/2023  |10/8/2023  |(ISP) Company |1 month of Open AUD 890.00 0.00| 890.00
06-0004
Ltd August

Obligation ID COMM-23-06-0004-Total Amount 890.00 0.00| 890.00
COMM-23- Tobaraoi Travel TOBARAQI AIRFREIGHT

14-0001 Manual 2/8/2023 3/8/2023 Ltd 1 CHARGES Open AUD 515.60 0.00| 515.60

4.3 Purchasing Reports

43.1P

R List by PO Number

Step 1. Navigate the Menu > Purchasing > Reports > Purchase Requisition List by Purchase Order Report.

Step 2. Provide the filters based on need as described below. Note that only the fields with ( *) are
mandatory. If the other filters are not necessary, leave it blank.

f
f

=

FreeBalan

\

Fiscal Year: Default is the current fiscal year. User can change the year based on the requirement.
Purchase Order Workflow Status: Filters reported Purchase Requisition based on the Purchase
Order selected status (Approved, Approval Requested, Cancelled, Closed, Template, Voided or All)
Purchase Order ID:  Allows user to select a specific or a range of Purchase Orders to be included in
the report.

Purchasing Office: Filters reported Purchase Requisition List according as per Purchasing Office/
Responsibility Center

Item : Allows user to generate list of Purchase Requisition based on a specific Catalogue Item as
recorded.

Vendor : filters PR listing according to a specific Vendor selected.

Comment : User input field used to add details of the report generated.

Sort by : This provides user the option to Sort report to be generated accordingly per Requisition #
and/or Purchase Order #.
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Purchase Requisition List by Purchase Order No.

= Fiscal Year

Filter Criteria
FY 2023

Purchase Order Workflow Status

Purchase Order ID

Order Range D

Purchase Order

Step 3. Generate the report in the file format selected by clicking the button above the filter screen.

Government of Kiribati

FreeBalance

Report Date: 28/8/2023
Report Time: 20:32:55
User: fb_bduerme

= Frestirigh
S At Purchase Requisition List by Purchase Order No.
Fiscal Year FY 2023 Fiscal Period : AUG
Filter Criteria None
Sort By Requisition No. - Upward; Purchase Order No. - Upward
Purch: ti ti Vendor / Vend
o‘:‘;:r:‘s; PO Date PO Item Description Requisition No. PR Date tem Unit Ro:;:’l‘ﬂ‘;ymd g‘r‘::m"z Sty :‘r.m:n o Payment Term Delivery Mode Requester
purchase of 3 wifi modem for
PO-23:47- 19/7/2023 1 [ IFMIS Training for all Ministries | PR-23-17-0001 18/712023 Each 3.00 3.00 EGOCEAN LINK Treasury
0001 LTD
and Account staff
Total : 3.00 3.00

4.3.2 PR Listing Report

Step 1. Navigate the Menu > Purchasing > Reports > Purchase Requisition  Listing Report

Total Number Of items In This Report: _1

Step 2. Provide the filters based on need as described below. Note that only the fields with (*) are
mandatory. If the other filters are not necessary, leave it blank.

91 Fiscal Year : Default is the current fiscal year. User can change the year based on the requirement.
91 Fiscal Period : By default, is the current fiscal period or month. User may change the month based
on the requirement.

1 Requisition Date from and Requisition Date To

Coverage as required.
1 Status : filters list according to PR Status (Closed, Open or All)

FreeBalance Confidential
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1 Purchasing Office : Filters reported Purchase Requisition List according as per Purchasing Office/
Responsibility Center

1 Comment : User input field used to add details of the report generated.

1 Purchase Requisition ID : Allows user to select a specific or a range of Purchase Requisitions to be
included in the report.

1 Sort By : This provides user the option to Sort report to be generated accordingly per Requisition #,
Requisition Date, Status and/or if committed .

Purchase Requisition Listing Report
PDF EXCEL X1SX RTF DOCX oDT oDS
Criteria
= Fiscal Year FY 2023 .
= Fiscal Period AUGUST .
Requisition Date From
Requisition Date To
Status
h

Currency

AUD (As) v
Committed

Step 3. Generate the report in the file format selected by clicking the button above the filter screen.
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e—— Government of the Republic of Kiribati g:;‘ afcg’f""imw
Suo=—"st Purchase Requisition Listing Replprt
Filter Criteria : Fiscal Year - 2023; Fiscal Period - AUG; Currency - AUD ( A$ ) ; Commitment - Yes
Sort By . Requisition No. - Upward; Requisition Date - Upward; Status - Upward; Committed - Upward
Currency AUD ( A$ )

Req:i:iﬁon T:';' Reqsl:iﬁon Description Estimated Amount | Committed | Status Requestor Buyer Purchasing Office
PR-2%01072- 6 | 21/7/2023 timber Yes Open Treasury Treasury
PR-23-02- 35 | 9/8/2023 R for our ICT sef 450028 | ¥ 0 IT/DMR ITOMR

0001 equest one server for our setup ,500. es pen
PR-23-01- Charter cost to attend the opening - . -
0001 9/8/2023 ceremony for MV Tetiaraoi at Makin 12,000.00 | Yes Open Administration Administration
PR-23-06- 41 | or812023 Immigration Offi binets 226160 | ¥ Closed | Immigrati Immigrat
0001 mmigration Office use- cabine ,261. es lo mmigration mmigration

4.3.3 PO Listing Report
Step 1. Navigate the Menu > Purchasing > Reports > Purchase Order Listing

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

mandatory. If the other filters are not necessary, leave it blank.

f
f

]

= =4

=A =4 =4 =4

Fiscal Year: Default is the current fiscal year. User can change the year based on the requirement.
Fiscal Period: By default, is the current fiscal period or month. User may change the month based
on the requirement.

Obligated? If TRUE, report list will include detail if a Purchase Order is already Obligated or Not.
Purchase Order Status: filters list according to PO Status (Closed, Open or All)

PO Workflow Status:  Filters PO list based on the Purchase Order selected status (Approved,
Approval Requested, Cancelled, Closed, Template, Voided or All)

Posting Status: Allows user to filter PR list that are Saved or Temp Saved in the system.
Procurement Threshold: allows user to generate list of PO accordingly based on a selected
Procurement Method.

Vendor : The user has the option to filter PO list based on a selected Vendor.

Purchasing Office:  Filters reported Purchase Requisition List according as per Purchasing Office/
Responsibility Center

Purchase Order #: Allows user to select a specific Purchase Order to be included in the report.
Comment: User input field used to add details of the report generated.

Purchase Order Date:  Allows user to filter list of PO s as per required coverage per PO Date
Purchase Order Approved Date: Allows user to filter list of PO s as per required coverage PO
Approval Date

Sort By: This provides user the option to Sort report to be generated accordingly per Temp #,
Amount, PO Date and or Purchase Order #.
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Purchase Orders Listing Report

N =N N D N e e
EXCEL XL5X RTF oDT oDs

= Fiscal Year

Fiscal Period AUGUST -

= Obligated?
= Purchase Order Status

All -

PO Workflow Status

Step 3. Generate the report in the file format selected by clicking the button above the filter screen.

o ReponTme  : 204zee
— ‘Government of the Republic of Kiribati User ‘aocount officer
= - Fage o
o St Purchase Orders Listing Report
Filter Criteria  : Fiscal Year - 2023; Fiscal Period - AUG; Obligated? - Both; Purchase Order Status - OPEN; Posting Status - Both; Currency - AUD( AUD )
SortBy : Purchase Order No. - Upward
Payment PO PO Purchasing Office
PONo| PODate | Vendor | VendorName Description Amount | TaxAmount | Total Amount Delivery Mode| Obligated? Workflow| PR No. Buyer Requestor Code / Namel
0 Terms status | Workflo Code IName
1 e |10z [KOS0000TT [y oes Purchase of stationary for Mfai office: 1,500.00 0.00 1,500.00 No Open ’;:gu"‘;'m PR.23.06-0002 0601 / Administration  |0601 / Administration
023 Bngirin Mird
25 [1oemons |76 g igration Office use- cabinets 226150 000 226160 Yes Open  |Approved  |PR-23.06.0001 0602 /immigration {0602 Immigration
nierprises
o235 Mocl Trading y " — —
N e B e T Rations (sugar} for parfiament session 6180 000 5150 Yes Open  |Approved |PR-23.01.0004 0101/ Acministraton 0101/ Administration
Anginn Mini
PO-23- . 0104 / Meteorological {0104 / Metearological
, Paom |1emas |7ee rcusrerangrin |t otz maimenance 2820 000 25820 Yes Open  |Aporoved  [PR-23.010008 et et
Fo75 N . g (0704 1 etsorological  [0104 1 Metearoiogical
5 P02 |iwmonas [s1s Capital Rostaurant | Climate section mesting 6550 000 6550 Yes Open  [approvea  [PR-23-01.0008 R oros v
PO-25- oo General Rewl y y
& [poas [21ea02s [sos0 o et tems for Cabinet offce at Ambo 52320 000 52320 Yes Open  |approved |PR-23.01.0010 0101/ acministraton 0101 / Acministration
PO-25- B Technologies ApprovEl o
e e e e Request ane server for our ICT setup 450028 000 450028 No open _|Aperev | |Pr23-02.000 0204/ mOMR 02041 TOMR
7 cins Besfetew
o 22023 5081 o 56 cins Fried Dace. No Open  |Created 1505 / Teabike 1505 / Teabike
8 pany 30 cins Mackerel sardine
T TR o o Joem [y oy
10 bronone [2sremnzs [e0 Tikatai Trading Laptop for Private Secretary 1,699.00 000 1,699.00 Yes Open  |Approved  [PR-23-01.0013 0101/ Acministrabon 0101/ Administration
FO2% losimanas  |sos0 Tactin General Retal | ratons for P sion 52295 000 52295 No open  [APPvel o 23010008 0101/ Acministraton {0101/ Acministration
1110008 Company Requested
PO-25- Mary's and Sone - - 0T+ 7 070+ 7
e e arye o met sircon Betio 93,00 000 93.00 Yes Open  |Approved |PR-23.01.0017 B .
Total Amount 1149153 0.00 1149153

Total Number Of items In This Report : 12

4.3.3 PO Progress Report
Step 1. Navigate the Menu > Purchasing > Reports > Purchase Order Progress Report

Step 2. Provide the filters based on need as described below. Note that only the fields with (*) are
mandatory. If the other filters are not necessary, leave it blank.
9 Fiscal Year : Default is the current fiscal year. User can change the year based on the requirement.
1 Fiscal Period: By default, is the current fiscal period or month. User may change the month based
on the requirement.
1 Purchase Order Item Status:  filters list according to PO Status (Assigned, Closed, Open or All)
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PO Workflow Status : Filters PO list based on the Purchase Order selected status (Approved,
Approval Requested, Cancelled, Closed, Template, Voided or All)
Purchase Order Date : Allows user to filter list of PO as per required coverage per PO Date
Purchase Order Number : Allows user to select a specific Purchase Order to be included in the
report.
Procurement Threshold : allows user to generate list of POs accordingly based on a selected
Procurement Method.
Vendor : The user has the option to filter PO list based on a selected Vendor.
Purchasing Office: Filters reported Purchase Requisition List according as per Purchasing Office/
Responsibility Center
Catalogue Item: Allows the user to select a PR list according to a certain Item from the system
Catalogue.
Comment: User input field used to add details of the report generated.
Hierarchy Rollups CoA Elements:  Allows the user to select the concept of each CoA segment to be
included in the generated report. Roll ups for this report are Roll ups for:

o Organisation: User can select if displayed by Head or by Sub Head
Fund: User can select if displayed by Fund Type, Funding Source or by Funding Agency
Project: User can select if displayed by Project Code
Location: User can select if displayed by Region or Location
Economic Classification: User can select if displayed GFS Level or by NAC
COFOG: User can select if displayed by Cofog
Sort By: This provides user the option to Sort report to be generated accordingly per Temp #,
Amount, PO Date and or Purchase Order #.

O O O O O

Purchase Order Progress Report

PDF EXCEL X1LSX RTF DOCX oDT obDs

Filter Criteria

= Fiscal Year FY 2023 .
Fiscal Period AUGUST .
= Purchase Order Item Status

All -

PO Workflow Status

Purchase Order Date
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Step 3. Generate the report in the file format selected by clicking the button above the filter screen.

—_— Government of the Republic of Kiribati User accountaffoar
—r Purchase Order Progress Report Poge 1072
Filter Criteria + Coding Block; Fiscal Year - 2023; Fiscal Period - AUG; Purchase Order ltem Status - OPEN
Sort By : Purchase Order Number - Upward

| Delivery Dates ‘ . . . . PO
- PO _|Vendor Name O It Item Unit | Quantity Ordered / Amount | Quantity Received f Amount | Quanity Retumed / Amount |  Quantity tobe Received | ouqney inygiced | amount | Quantity to be invoiced | POItem | yyoqqy,
jumi INumber Amount Amount status

From Date| To Date Status
Coding Block
PO-23- 100 100 000 0.00 000 100
o1- | 5061 1 | sugar 11872023 | 3/8/2023 | Piece Open | Approved
0001 61.80 61.80 0.00 0.00 000 61.80
PO-23- 6.00 600 0.00 0.00 0.00 600

Cost of stationery for met office
o1- |79 1| oo 1182023 | 3182023 | Each Open | Approved
0002 maintenance: 87.60 8760 0.00 0.00 000 8760
PO-23- 200 200 000 0.00 000 200
01 | 760 5| Cost "” stationary met office 11872023 | 31/812023 | Each Open | Approved
0002 maintenance 77.00 77.00 0.00 0.00 0.00 77.00
PO-23- 200 200 0.00 0.00 0.00 200
o | 768 3 | Gost of sationery for met office 182023 | 311812023 | Each Open | Approved
0002 maintenance 36.00 36.00 0.00 000 0.00 36.00
PO-23- 18.00 18.00 000 000 000 18.00
Cast of stationery for met office.

o1- | 769 4| 1182023 | 311812023 | Eacn Open | Approved
0002 maintenance. 5760 5760 0.00 000 000 5760

4.3.4 PO List by Vendor Report
Step 1. Navigate the Menu > Purchasing > Reports > Purchase Order by Vendor List Report

Step 2. Provide the filters based on need as described below. Note that only the fields with (*) are
mandatory. If the other filters are not necessary, leave it blank.

f
f

]

Fiscal Year : Default is the current fiscal year. User can change the year based on the requirement.
Fiscal Period: By default, is the current fiscal period or month. User may change the month based
on the requirement.
Purchase Order Item Status
Procurement Threshold
Procurement Method.
Vendor : The user has the option to filter PO list based on a selected Vendor.

Purchasing Offic e: Filters reported Purchase Requisition List according as per Purchasing Office/
Responsibility Center

Catalogue Item : Allows the user to select a PR list according to a certain Item from the system

: filters list according to PO Status (Assigned, Closed, Open or All)
. allows user to generate list of PO accordingly based on a selected

Catalogue.
Purchase Order Date : Allows user to filter list of POs as per required coverage per PO Date
Comment: User input field used to add details of the report generated.

Sort By : This provides user the option to Sort report to be generated accordingly per Vendor.
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Purchase Order List By Vendor Report

PDF EXCEL MLSX RTF DOCX oDT oDs

Step 3. Generate the report in the file format selected by clicking the button above the

= Fiscal Year

Fiscal Period

= Purchase Order Status

Purchasing Vehicle

Vendor

Purchasing Office

Fy 2023

AUGUST

All

FreeBalance

filter screen.

Government of Kiribati

Ministry Of Finance

ReponDaie  : Zi8i2023

Report Time

16:07:42

— User : fh_mganis
W= Purchase Order List By Vendor Report Page P
Filter Criteria Fiscal Year - 2023; Fiscal Period - JUL: Past Delivery Date - false: Currency - AUD ( AUD }
Sort By Vendor Code - Upward
Vendor Attached PR L Tax Payment | Delivery .

Code Vendor Name PO No. PO Date D Description Currency Amount Amount | Total Amount] T Mode PO Status | Purchasing Office Requester

58 OCEAN LINK LTD PO-23-17-0001| 19772023 o217 |Procurement of 3 routers for IFMIS AUD| 327.00 0.00 327.00 Closed  |1702 Treasury 1702 Treasury
0001 Training - Parallel Run
Total - OCEAN LINK LTD 58| 327.00 0.00 327.00] Total No. Of ltems For Vendor 58 : 1
Grand Total 327.00 0.00| 327.00]

Total No. Of Items In This Report : 1

4.3.5 GSRN Listing Report

Step 1. Navigate the Menu > Purchasing > Reports > Goods/Services Listing Report

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

mandatory. If the other filters are not necessary, leave it blank.

f
f

=A =4 =4 A =4
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Fiscal Year : Default is the current fiscal year. User can change the year based on the requirement.
Fiscal Period: By default, is the current fiscal period or month. User may change the month based
on the requirement.

Note Type: Automatically set to Receive Note Type.
Vendor: The user has the option to filter Received/Returned list based on a selected Vendor.
Status: Filters Received list based on the status.
Issue Date: Allows user to filter list of GSRN as per required coverage GSRN Issuance Date

Comment:

User input field used to add details of the report generated.

Total No. Of Vendors In This Report : 1
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1 Sort By: This provides user the option to Sort report to be generated accordingly per Vendor,
Purchase Order # and/or Goods and Services Received Notes ID.

Good Received Notes Listing Report

PDF EXCEL X1LSX RTF DOCX oDT Li10

Criteria
Fiscal Year FY 2023 -
Fiscal Period AUGUST -
Note Type Receive
Status

Step 3. Generate the report in the file format selected by clicking the button above the filter screen.
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rw‘ User : fio_bduerme

——— Government of the Republic of Kiribati Page 1 Of  ®

el
g\:/) Good Received Notes Listing Report
Fiscal Year © 2023 Fiscal Period  AUG
Filter Critaria : None
Sort By : GSRN ID - Upward

Total Mumber of ltems in this Report: 86
PO ltem .
GsrNip | ©Sltem Issue Date Vendor GSRN PONo. | POHemNo. | Drop | UnitOf Qty. aty. Qty. Remarks
Type Status No. | M Ri Rej Accep

GSRN- " received order
23.01- | Goods 18/8/2023 gu-m - M“‘EI'JL““'”Q Approved 22'0203"]‘1 1 1 Piace 1.00 0.00 1.00 | for Parliament
oo ompany rafion (sugar)
GSRN- 769- Angirin Mini

2301- | Goods 18/8/2023 | Hardwaresangirin | APPOval | PO-23 4 1 Each 18.00 0.00 18.00

oooz2 Enterprises eques

GSRN- 769- Angirin Mini

23-01- Goods 18/8/2023 Hardware/Angiriin ‘;‘tppm"'“t' 22'02030‘2 3 1 Each 2.00 0.00 2.00

oooz2 Enterprises eques

GSRN- 768- Angirin Mini

23-01- Goods 18/8/2023 Hard giriin Approval 5%2030-2 2 1 Each 2.00 0.00 2.00

ooz Enterprises i

GSRN- 769- Angirin Mini

23-01- | Goods 18/8/2023 | Hardware/Angiriin ‘;‘;"um:;' :2'020302 1 1 Each 6.00 0.00 6.00

oooz2 Enterprises q

GSRN- 769- Angirin Mini PO.23

23.01- Goods 18/8/2023 Hardware/Angirin | Approved | o rons [ 1 1 Each 6.00 0.00 6.00

0003 Enterprises

GSRN- 769- Angirin Mini PO-3-

23-01- Goods 18/8/2023 Hardware/Angiriin | Approved |, -nees |2 1 Each 2.00 0.00 2.00

0003 Enterprises

4.3.6 GSRN List by PO Report
Step 1. Navigate the Menu > Purchasing > Reports > Goods/Services List by PO Report

Step 2. Provide the filters based on need as described below. Note that only the fields with (*) are
mandatory. If the other filters are not necessary, leave it blank.

9 Fiscal Year: Default is the current fiscal year. User can change the year based on the requirement.
1 Fiscal Period: By default, is the current fiscal period or month. User may change the month based

on the requirement.
1 Vendor: The user has the option to filter Received/Returned list based on a selected Vendor.

]

Note Type: Allows user to select a report type: Receive or Return List.

1 Good Receive Note ID:  Allows user to generate details of transaction as per a specific Receive Note

Item.

9 Purchase Order ID: Allows user to generate detail of Receive/ Return Report as per a selected
Purchase Order Transaction.

T Comment:

User input field used to add details of the report generated.

1 Sort By: This provides user the option to Sort report to be generated accordingly per Vendor,
Purchase Order #, Fiscal Period, Fiscal Year and/or Goods and Services Received Notes ID.
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Good Received Returned Notes List by Purchase Order Report

Criteria
Fiscal Year FY 2023 -
Fiscal Period AUGUST -

Vendor

- Note Type Receive -

Good Received Note ID E

Purchase Order ID

Step 3. Generate the report in the file format selected by clicking the button above the filter screen.

:‘i_: Government of the Republic of Kiribati ;':;', 1 of: 'Eh'bdwme
\,F__‘ =) Good Received Notes List by Purchase Order Report
Filter Criteria : Fiscal Year - FY 2023; Fiscal Period - AUGUST; Note Type - Receive
Sort By : Purchase Order ID - Upward; Fiscal Period - Upward: Fiscal Year - Upward
Total Number of Items in this Report: 86
Fiscal PO ltem y. Foreign Domestic
Fiscal Year| Period PO No. Drop Description PODrop| GRN No. Issue Date Vendor Item No. uom Received | Currency Foreign Amount Amount(AUD) Drop Status
2023 [AUG  [nul OSRINZ3 | 230812023 | Punjas (Kirat Lid Piece 0.0 0.00
PO-23-01- GSRN-23- Moel Trading "
2023 AUG 0001 1 | sugar 1 01.0001 18/8/2023 Company Ltd 14111509 Piece 1.00 61.80 [ Open
§ Angirin Mini
2023 Aug | PO-2301- 4 | Costof stationery for met office 4 | GSRN23- | 080023 | Hardware/Angiriin Each 18.00 57.60 | Open
0002 maintenance 01-0002 -
Enterprises
Ny Angirin Mini
PO-23-01- Cost of sationery for met office GSRN-23- "
2023 AUG 0002 3 maintenance 1 01-0002 18/8/2023 HardwqmlAnglm n Each 2.00 36.00 | Open
Enterprises
N AAngirin Mini
PO-23-01- Cost of stationary met office GSRN-23- "
2023 AUG 0002 2 maintenance 1 01-0002 18/8/2023 HardwqmlAnglm n Each 2.00 77.00 | Open
Enterprises
N ‘Angirin Mini
PO-23-01- Cost of stationery for met office GSRN-23- "
2023 AUG 0002 1| maintenance 1| 61-0002 18/8/2023 | Hardware/Angifiin Each 6.00 87.60 | Open
Enterprises
§ Angirin Mini
PO-23-01- Cost of stationery for met office GSRN-23- "
2023 AUG 0002 1 maintenance 1 01-0003 18/8/2023 Iél:'r:rv;:gt;nglm n Each 6.00 87.60 | Open

4.4 Expenditures and Payments Reports

4.4.1 Payment Voucher List by Number Report
Step 1. Navigate the Menu > Expenditures > Reports > Payment Voucher List by Number Report.

Step 2. Provide the filters based on need as described below. Note that only the fields with (*) are
mandatory. If the other filters are not necessary, leave it blank.
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1 Fiscal Year: Default is the current fiscal year. User can change the year based on the requirement.

91 Fiscal Period from and To:  Allows the user to select beginning and ending reporting period or
month as per report coverage requirement.

1 Workflow Status: Pr ovi des the option to filter report accordi

1 Type: User may opt to filter report as per PV type either as Against a PO, Regular Expense or both.

1 From Date and To Date : Allows the user to select beginning and ending reporting date as per
report coverage requirement.

1 Approval Date from andto : Filters report according to the DV Approval dates.

1 Financial Institution  : Filters reported list of PVs according to their corresponding Financial
Institution/Bank.

1 Vendor: Filters report according to selected Vendor.

1 Voucher Accounting Office: Filters report according to selected Accounting Office/ Responsibility
Center.

1 Payment Mode by Fund Type : Allows user to generate the report based on  payments by Recurrent
Budget or Development Budget related PVs.

1 Payment Location: Filters reported list according to the selected Payment Location.

I Treasury Bank Account:  Filters reported list according to the selected Bank Account.  If the PVs to
generate will be from No. 1 Account, No. 4 Account or Other Bank Accounts.

1 Created By: Filters reported list based on the selected creator of Disbursement Voucher/s.

1 Voucher #: User may opt to select specific voucher/vouchers to be included in the report, by just
clicking the Lookup button and search for the required list.

Expense Voucher List By Voucher No. Report

T

Filter Criteria
= Fiscal Year FY 2023 -
Fiscal Period From AUGUST -
Fiscal Period To AUGUST -

Work Flow Status

Posting Status

Source

Step 3. Generate the report in the file format selected by clicking the button above the filter screen.
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User : fb_bduerme

Government of the Republic of Kiribati Page 1 Of 147

Expense Voucher List By Voucher No. Report

Filter Criteria Fiscal Year - 2023; Fiscal Period From - 8; Fiscal Period To - 8; Type - Both; Recurring EVs - false
Posting
Coding Block Vendor Code Invoice No.
Per Voucher No. Description Name Receipt Date Amount Status
Paid Status
1705/1101/00000/12/111211/011 1058850 Saved
PV-23-17-0005 Tax refund 80.00
Toaiti Vanguna 18/7/2023 No
1705/1101/00000/12/111211/011 1139226 Saved
PV-23-17-0006 Tax refund 31st December 2022 225.36
Outaake Tetaua 18/7/2023 No
1705/1101/00000/12/111211/011 674015 Saved
PV-23-17-0007 Tax refund 80.00
lang loera Moamarawa 18/7/2023 No
1701/1101/00000/91/221111/011 252538 00001245 Saved
PV-23-17-0008 Meter reading black and white dated 1,089.96
Q7/07/23 Kiribati Office Equipment | ¢ - 5004 No

4.4.2 Accounts Payable Report

Step 1. Navigate the Menu > Expenditures > Reports > Accounts Payable Report

Step 2. Provide the filters based on need as described below. Note that only the fields with (*) are
mandatory. If the other filters are not necessary, leave it blank.

1

f
f
f

=A =4 =4 4 4 4 4

Report Type: Allows user to select report as summarized or detailed.

Fiscal Year: Default is the current fiscal year. User can change the year based on the requirement.
Payment Date: Filters report of Account Payables based on their date of payment.

Payment Due Date: Filters report of Account Payables based on their scheduled due date of
payment.

Include Vouchers on Hold:
hold.

Include Payment Suspended:  Provides option to include in the report all Suspended Payments,
report on items with suspended payment or exclude all items with pending payment.

Vendor: User may select reported Payables based on a specific Vendor.

Accounting Office:  Filters report according to selected Accounting Office/  Division.

Treasury Bank Account:  Filters reported list according to the selected Bank Account.

Payment Method:  Allows user to generate the report based on the PV Payment Method.
Payment Location:  Filters reported list according to the selected Payment Location.

Comment: User input field used to add details of the report generated

Sort By: This provides user the option to Sort report to be generated accordingly per Accounting
Office, Currency, Expense Voucher or Serial Number. The user also has the option to sort selected
conditions into Ascending or Descending Order.

If tick marked, report would include payables with vouchers still on -
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Accounts Payable Report

* Report Type Detail v

= Fiscal Year FY 2023 -

= Payment Date 28/8/2023

Payment Due Date

Include Vouchers On Hold

Include P ts ded
nelude Fayment suspende Including Suspended Paym: «

Step 3. Generate the report in the file format selected by clicking the button above the filter screen.

— Government of the Republic of Kiribati :5':;; "1-"‘5?“""“"
\\‘_"_-:/t Account Payable Detail Report

Filter Criteria : Fiscal Year - FY 2023; Payment Date - 29/8/2023; Include Vouchers On Hold - true; Include Payment Suspended - Including Suspended Payments

Sort By : Payment Voucher - Upward; Serial Number - Upward
Payment Payment Invoice n . Discount Interest Exch Suspended
Vendor/Payee Name Due Date Acc Off Voucher Payment Receipt Date o, Amount o, Amount Gain/Loss Status Payment
3444 - 10 Kids Services a/m/2023 | 1401 PV-23-14-0007 1| emrzozs 634044 0.00 0.00 0.00
Payment Due Date Total - 8/8/2023 6,340.44 0.00
Vendor Total - 3444 6,340.44 0.00
K0050000114A - Alr Kiribati | 1emiz02s [ 1702 [Pv-23-17-0160 | 1] 1sier2023 530080 0.00 0.00 0.00 [
Payment Due Date Total - 16/8/2023 5,399.80 0.00
K0050000114A - Air Kiribati | 162023 J1702 [Pvasi7061 | 1] 15023 4960 000 0.00 0.00 [-
Payment Due Date Total - 16/8/2023 149.60 0.00
Vendor Total - K0050000114A 5,749.40 0.00
5080 - Air Kiribati Ltd | 2682023 [ 0101 [ Pv-23-01-0080 | 1] 2582023 793155 0.00 0.00 0.00 |-
Payment Due Date Total - 26/8/2023 7,931.55 0.00

4.4.3 Vendor Analysis Report
Step 1. Navigate the Menu > Expenditures > Reports > Vendor Analysis Report

Step 2. Provide the filters based on need as described below. Note that only the fields with (*) are
mandatory. If the other filters are not necessary, leave it blank.

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

1 Hscal Period from and to: Allows the user to select beginning and ending reporting period or month
as per report coverage requirement.

1 Report Type: Allows user to select report as summarized or detailed.
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1 Workflow Stage: Provi des the option to filter report accordi
(Approved, Approval Requested, Created, Cancelled or Void)

1 Include Pending Approval:  If tick marked, report would include all PVs still pending for approval.

1 Comment: User input field used to add details of the report generated

1 Accounting Office: Filters report according to selected Accounting Office/ Division.

1 Financial Institution and Branch : Filters reported list of PV according to their corresponding

Financial Institution/Bank and the Bank Branch.

Payment Mode: Allows user to generate the report based on the Mode if it is payment related to

Recurrent Budget or Development Budget.

Payment Location:  Filters reported list according to the selected Payment Location.

Treasury Bank Account:  Filters reported list according to the selected Bank Account.

Paid: Allows user to select reported DVs that are Paid, Unpaid or Partially Paid.

Group By: User may opt to group the generated reported expenditures based on the

institution/Responsibility Centers

1 Vendor: User may opt to select expenditures based on the selected vendor/s to be included in the
report, by just clicking the Lookup button and search for the required list.

=

=A =4 =4 =4

Vendor Analysis Report

= Fiscal Year FY 2023 -
Fiscal Period From AUGUST .
Fiscal Period To AUGUST .
* Report Type Detail -
Workflow Stage

h
Include Pending Approval D
Comment

pA
Step 3. Generate the report in the file format selected by clicking the button above the filter screen.
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- | Report lime : 17:16:53
] Government of the Republic of Kiribati User : fb_bduerm
-\_,—' - Page 10f : o7

- _,-;,l Vendor Analysis Summary Report ’

Fiscal Year : 2023 Period : AUG-AUG

Filter Criteria : Coding Block

Workflow Stage HA

Include Pending : No

Period Voucher No. Vendor Code Vendor Name Amount Cheque Date Cheque Series/Cheque

AUG PV-23-14-0007 3444 10 Kids Services 6,674.15
AUG PV-23-14-0011 3444 10 Kids Services 1,670.10
AUG PV-23-14-0067 5161 ABTikau 0.00
AUG PV-23-01-0050 114 AR Aggie's Trading 0.00
AUG PV-23-01-0057 114 AR Aggie's Trading 0.00
AUG PV-23-01-0058 114 AR Aggie's Trading 0.00
AUG PV-23-01-0065 114 AR Aggie's Trading 0.00

4.4.4 Cash Requirement Report

Step 1. Navigate the Menu > Treasury Management > Payments > Reports > Cash Requirement Report

Step 2. Provide the filters based on need as described below. Note that only the fields with (*) are
mandatory. If the other filters are not necessary, leave it blank.

1

=A =4 =4 4 A A =A =4 =4 =

= =4 =4 =

Report Type : Select the applicable from the dropdown list (  Summary or Detail )

Vouchers on Hold : User may check this option to include on hold Vouchers in the generated report.
Fiscal Year : Default is the current fiscal year. User can change the year based on the requirement.
Payment Due Date : User can select the Due date to be included in the report.

Financial Institution and Bank Branch : Filters reported list of DV according to their corresponding
Financial Institution/Bank and the bank branches.

Vendor : Filters report according to selected Vendor.

Accounting Office : Filters report according to selected Accounting Office/  Division.

Treasury Bank Accoun t: Filters reported list according to the selected Bank Account

Payment Location : Filters reported list according to the selected Payment Location.

Payment Method . Filters reported list according to the selected Payment  Method .

Payment Mode by Fund : Filters reported list according to the selected Payment  Mode (Recurrent
Payment or Development Budget Payment)

Payment Voucher : Filters reported list according to the selected Payment ~ Voucher.

Voucher Source : Filters reported list according to the selected Payment ~ Voucher Source
Comment : User can enter additional remarks on the generated report.

Sort By : User can sort the displayed data in the generated report based on the sort value provided

in the options.
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Cash Requirements Report

=N N N BN N e e

Filter Criteria

* Report Type Cash Requirements Summa v

Vouchers On Hold

= Fiscal Year By 2023 -

Payment Due Date
Financial Institution n
Financial Institution Branch -

= Payment Date 28/8/2023

Step 3. Generate the report in the file format selected by clicking the button above the filter screen.

Government of the Republic of Kiribati

Cash Requirements Summary Report

Fiscal Year 12023

Filter Criteria Payment Date - 29/8/2023; Vouchers On Hold - true

Keport 1ime:
User : fo_bduerme
Page 1 Of 14

2UUouY

Sort By Acc Office - Upward
Bank : 621231 - No.1 Account
Payment Due Date Vendor/Payee Name Acc Office Domestic Amount Discount Amount Interest Exchange
Amount Gain/Loss
15/6/2023 Taatina Cleaning Services 1702 689.70 0.00 0.00 0.00
Payment Due Date Total: - 15/6/2023 689.70 0.00 0.00 0.00
8/7/2023 Kiribati Office Equipment Service | 1702 920.41 0.00 0.00 0.00
Payment Due Date Total: - 8/7/2023 920.41 0.00 0.00 0.00

4.4.5 All Payment Report

Step 1. Navigate the Menu > Treasury Management > Payments > Reports > Cash Requirement Report
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Step 2. Provide the filters based on need as described below. Note  that only the fields with (*) are
mandatory. If the other filters are not necessary, leave it blank.

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

91 Fiscal Period : Allows the user to select reporting period or month as per report coverage
requirement.

Status : Provides the option to filter report according to Status

Workflow Type : Provides the option to filter report according to the transaction Workflow Status.
Payment Voucher : Filters reported list according to the selected Payment  Voucher.

Payment Mode by Fund : Filters reported list according to the selected Payment  Mode (Recurrent
Payment or Development Budget Payment)

Sort By: User can sort the displayed data in the generated report based on the sort value provided

in the options Treasury Bank Account:  Filters reported list according to the selected Bank Account
Payment Location:  Filters reported list according to the selected Payment Location.

Payment Method : Filters reported list according to the selected Payment  Method .

Voucher Source: Filters reported list according to the selected Payment  Voucher Source
Comment: User can enter additional remarks on the generated report.

= =A =4 =4 =4

= =4 =4 =

All Payments Report

-]

Criteria
= Fiscal Year FY 2023 .
Fiscal Period AUGUST .

status
Workflow Type

To Stage

Assigned User ﬂ

Step 3. Generate the report in the file format selected by clicking the button above the filter screen.
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fo_bdueme:

Government of the Republic of Kiribati User -
Page1afe

Fiscal Year  : 2023 Fiscal Period AUGUST

Filler Criteria = Is Include Childs Accounting Office - false

Currency : AUD ( A$)

Cheque [ Transier | Cheque Extract 5
o oy Treasury Account Acc Office VendoriPayee Name | Financial Institution Account | ey | Amount (Forign) | Amount DC ExpVoucher | Invoice Number

Vendor Bank Account’s | Vendor _|Curre] Contract
Tra ooy ember status [ Created By(User)

1621231 - No.1 Account Support 31|Titara Rental House AuD 0.00 380.00|PV-23-14-0002 [Approved  irurunga

1621231 - No.1 Account Support

5[L Marine Shipping AUD 0.00| &78.20/Pv.23-1a 0003 [}292612824128231 approved  |kbaraniko

1621231 - No.1 Account Support 52|10 Kids Services AUD 0.00) 1,586.59|PV-23-14.0011 (000309 [Approved  [inurunga

1621231 - No.1 Account Administration

&

KPA Services Enterprises AuD 0.00 370.50|PV-23-14.0039 0022573 [Approved  irurunga

8

1621231 - No.1 Account Support [Hanan Security Services AUD 0.00] 6,066.30|PV-2314.0117  |00204240 Approval g aniko

(PSSST) [Requested

1621231 - No.1 Account Support

8

[Hanan Security Services [Approval
iPassn AUD 0.00) 5,857.33|PV-23-140118 (00204236 R kbaraniko

1621231 - No.1 Account Administration T8|Tungaru Security Service AUD 0.0 991.20|PV-23-150008  |1655-015 kbaranike

[Requested

1621231 - No.1 Account Administration 15|Pay o Others AUD 0.00) 9,986.00|PV-23-150015  |Pocket money. Approved  |kbaraniko

1621231 - No.1 Account Administration 60|Pay to Others AUD 0.00) 29,680.00(PV-23-15-0017

st approved  [kbaraniko

4.5 Revenue Management Reports

4.5.1 Revenue Invoices Listing Report

Step 1. Navigate the Menu > Revenue Management > Reports > Revenue Invoices Listing Report

Step 2. Provide the filters based on need as described below.  Note that only the fields with (*) are
mandatory. If the other filters are not necessary, leave it blank.

f
f

f
1

Fiscal Year: Default is the current fiscal year. User can change the year based on the requirement.
Fiscal Period from and to: Allows the user to select beginning and ending reporting period or
month as per report coverage requirement.

Period Total? If checked report to generate will indicate sub total amount per selected reporting
period.

Voucher Date from and Voucher Date to . Instead of selecting a fiscal period filter reference, the
user may opt to select report coverage per Date of Voucher preparation.

Invoice Type: User may opt to filter report as per Invoice type accordingly: as Cash, Credit, No Cash
Flow or All.

Source: Allows user to filter report accordingly as per Revenue Source.

Collection Classification: filters invoices listing according to revenue classification.

Posting Status: Provides the option to filter report according to the Revenue Invoice Posting Status.
(Saved or Temp Saved)

Workflow Status:  Provides the option to filter report according to the Revenue Invoice Workflow
Status. (Approved, Approval Requested, Created, Cancelled or Void)

Voucher #: An optional field to generate report details as per specific revenue voucher.
Comment: User input field used to add details of the report generated

Step 3. Generate the report in the file format selected by clicking the button above the filter screen.

FreeBalance Confidential

\

78



FreeBalance

E Government of the Republic of Kiribati E:;; af“’;,” "n?icer
\.,:;f/l Revenue Invoices Listing By Voucher No.

Fiscal Year : FY 2023

Filter Criteria : Fiscal Period From - JULY; Fiscal Period To - AUGUST

Period Total : Yes

Period Voucher No. | Customer Code | Customer Name Description Amount ::::Lgnnt Currency Pgs;:: 9 w;;';ftl:;w

8 RV-23-01-0001 | GP General Public passport fee 120.00 0.00 [ AUD 9/8/2023 Created

8 RV-23-01-0002 | GP General Public COl passport 30.00 0.00| AUD 17/8/2023 Created

8 RV-23-01-0003 | GP General Public COl passport 30.00 0.00| AUD 17/8/2023 Created

8 RV-23-01-0004 | GP General Public COl passport 30.00 0.00| AUD 17/8/2023 Created

8 RV-23-01-0005 | GP General Public COl passport 30.00 0.00| AUD 17/8/2023 Created

8 RV-23-01-0006 | GP General Public passport fee 30.00 0.00 [ AUD 17/8/2023 Created

8 RV-23-01-0007 | GP General Public passport fee 100.00 0.00 [ AUD 17/8/2023 Created

8 RV-23-01-0008 | GP General Public passport fee 50.00 0.00 [ AUD 17/8/2023 Created

4.5.2 Revenue Transaction Listing by Customer

Step 1. Navigate the Menu > Revenue Management > Reports > Revenue Transaction Listing By Customer.

Step 2. Provide the filters based on need as described below. Note that only the fields with (*) are
mandatory. If the other filters are not necessary, leave it blank.

f
f

Fiscal Year: Default is the current fiscal year. User can change the year based on the requirement.
Fiscal Period from and to: Allows the user to select beginning and ending reporting period or

month as per report coverage requirement.
Provides the option to filter report according to the Revenue Invoice Posting Status.
(Saved or Temp Saved)

Posting Status:

Workflow Status

Provi

des the opti

on to

(Approved, Approval Requested, Created, Cancelled, Void or All)

Document Type:

Receipt Voucher, Credit Note or Debit Note)

Voucher Date from and Voucher Date to:
user may opt to select report coverage per Date of Voucher preparation.
User input field used to add details of the report generated

Sort By: This provides user the option to Sort report to be generated accordingly per Fiscal Year,

Comment:

Fiscal Period, Customer Code and/or Revenue Voucher Number.

Customer:

fil

ter

report

Filters Sales Transaction Report according to their Document Source. (Invoice,

in the report. Just click the Lookup button to view list of customers as entered in the system.
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Revenue Transactions Listing By Customer

PDF EXCEL XLSX RTF DOCX oDT 0obDs

= Fiscal Year FY 2023 A
Fiscal Period From JULY -
Fiscal Period To JuLY h
Posting Status Saved N
Workflow Status All -

Document Type

Include Customer Without Customer Type D

Customer Type
Voucher Date From

Voucher Date To

Comment

Step 3. Generate the report in the file format selected by clicking the button above the filter screen.
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[ TR T
P Government of the Republic of Kiribati Usar : h_bdusmna
— Page 1 0f2
Vot Revenue Transactions Listing By Customer
Fiscal Year FY 2023
Filter Criteria Fiscal Period From - JUL; Fiscal Period To - JUL; Posting Status - Saved
Sort By : None
Customer Type :
Customer GP - General Public
FY 2023 - Period : JUL
Document Document
Document Type  |Voucher Number, J°"m°:“;°“°"°' Description Reference | Reference Apg::al Currency Foreign Domestic F‘;fi':“
Source Type| Number
Cash Invoice RV-23-17-0008 | yaoza- U= | 5aa0s Manual 31712023 | AUD 0.00 1240 | 277712023
Cash Invoice RV-23-17-0000 | yaoza-lUl- | 54499 Manual 31712023 | AUD 0.00 182.25 | 270772023
Cash Invoice RV-2317-0010 | yad2e-lUl- | ecovery” Manual 31712023 | AUD 0.00 34.80 | 27/712023
Cash Invoice Rv-2317-0013 | ¥ 202306 9450 Manual 31712023 | AUD 0.00 500 | 27712023
Cash Invoice RV-2317-0014 | PyaoZ-lUl- | paysiip Manual 31712023 | AUD 0.00 5.00 | 28712023
Cash Invoice RV-2317-0015 | ya0Za- Ul | sunry Revenue Manual 31712023 | AUD 0.00 25.00 | 28/772023
Cash Invoice RV-2347.0017 | Y2023 UL | peer Manual 31712023 | AUD 0.00 10,00 | 28712023

4.6 BudgetTransactionseport

4.6.1 Budget Update Transfer Details Report

Step 1. Navigate the Menu > Admin > System Security > Reports > Track Workflow Assignment Report

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

mandatory. If the other filters are not necessary, leave it blank.

*) are

91 Fscal Year: Default is the current fiscal year. User can change the year based on the requirement.
1 Fscal Period from and to: Fiscal Period/ Month selected by user as the starting

report to be generated.

1 Voucher Type: Select Transfer or Update or All from the list.

Workflow Status: Select the applicable status from the list.

1 Classification: Select the applica ble Classification from the list to be
generated report.

1 Voucher ID: Allows the user to set the specific date of coverage of
Number as per report requirement

1 Voucher Date: Allows the user to set the specific date of coverage of
report requirement.

1 Budget Control T ype: Select Allotment

=

from the list.

Step 3. Generate the report in the file format selected by clicking the button above the filter screen.
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Budget Update Transfer Details Report

PDF EXCEL X1S8X RTF DOCX oDT oDs

Criteria
= Fiscal Year FY 2023 .
Fiscal Period From AUGUST .
Fiscal Period To AUGUST .
= Voucher Type Al .

Classification

Workflow Status

Is Include Fiscal Period Distribution D

Step 3. Generate the report in the file format selected by clicking the button above the filter screen.
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T ) ] Page 1 Of4
L 2 Budget Update Transfer Details Report
Fiscal Year : FY 2023
Filter Criteria - Budget Control Type - ALLOTMENT; Voucher Type - ALL; Fiscal Period From - 1/8/2023; Fiscal Period
To - 31/8/2023; Coding Block

Voucher ID © WSWV-23-17-0159 Date . B/8/2023 Fiscal Year 12023

Institution 1 1702 Treasury Fiscal Period © AUGUST

Budget Control Type . ALLOTMENT Workflow Status . Posted Voucher Type . Transfer
Coding Block Debit Credit

0104/1101/00000/9/226111 4,000.00 0.00

0104/1101/00000/9/229311 2,000.00 0.00

0104/1101/00000/9/227211 0.00 6.000.00

No. Of Line Items 13 Total Voucher WSVV-23-17-0159 6,000.00 6,000.00

4.6.2 Budget Update Transfer Voucher Report

Step 1. Navigate the Menu > Admin > System Security > Reports > Track Workflow Assignment Report

Step 2. Provide the filters based on need as described below. Note that only the fields with ( *) are
mandatory. If the other filters are not necessary, leave it blank.

Report Type: The User may select Report in Summary or Detall

f
f

= =4 =4 =4

Fiscal Year: Default is the current fiscal year. User can change the year based on the requirement.
Fiscal Period from and to : Fiscal Period/ Month selected by user as the starting and ending period
of report to be generated.

Budget Control Voucher Type : User may specifically select for Budget Tran sactions for Transfer or
Updates.

Budget Office : Option to be filled up for specific Budget Office  /Division.

Voucher Number:  This allows the user to select specific Voucher Number as per requirement.
Classification : Provides option to select specific Classification as per report requirement.

Voucher Amount from and to: Allows user to set specific minimum and maximum amount of
BCUV as per report requirement.

Voucher Date from and to : Allows the user to set the specific date of coverage of budget
transactions as per report requirement.

Comment: User input field used to add details of the report generated

Budget Control Type: Select Allotment from the list.

Group By: This gives the user the option to generate report by group types per (Budget Office,
Workflow Status, Commitment Status, Commitment ID or Issue Date)

Sort By: This provides user the option to Sort report to be generated accordingly per Commitment
Description, Workflow Status, Commitment Status, UAC, Issue Date and/or Commitment ID)
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Budget Update Transfer Voucher Report

EXCEL oDT oDs

Criteria
" Report Type Summary -
* Fiscal Year FY 2023 .
Fiscal Period From AUGUST .
Fiscal Period To AUGUST -

Budget Control Voucher Type -
Budget Office ﬂ
Voucher Number ﬂ
Classification

Voucher Amount From

R
FreeBalance

Step 3. Generate the report in the file format selected by clicking the button above the filter screen.

©

»

[ S | N N User : accountoffic
— Government of the Republic of Kiribati Page 1 OF"
—
s Budget Update Transfer Voucher Report
Fiscal Year FY 2023 Fiscal Period : AUG To AUG
Filter Criteria Budget Control Type - ALLOTMENT; Fiscal Period From - AUG; Fiscal Period To - AUG; Coding Block
Sort By Voucher Number - Upward
Group By Workflow Status
‘Voucher Number Voucher Date| Budget Control Type Voucher Type Budget Office ‘ ‘Workflow Status Voucher Description Debit Amount Credit Amount
0101/1101/00000/9/221111 24,092,151.70 12,092,600.35
WSVV-23-17-0163 9/8/2023 ACCOUNTING_WARRANT Transfer 1702 Approved OB no.06/23 - lo cater for local services 10,000.00 0.01
WSVV-23-01-0084 9/8/2023 ACCOUNTING_WARRANT Transfer 0101 Approval Reg Cater for service charg 10,000.00 0.01
WSVV-23.01-0106 24/812023 ACCOUNTING_WARRANT Transfer 0101 Approval Requested Iﬁ;;i’ for water bill & communication 6.000.00 0.0
WSVV.23.17.0163 9/8/2023 ACCOUNTING_WARRANT Transfer 1702 Approved OB n0.06/23 - 1o cater for local services 0.0 10,000.01
WSVV-23.01-0084 9/8/2023 ACCOUNTING_WARRANT Transfer 0101 Approval Catef for service charg 0.00 10,000.0¢
WSVV-23-01-0106 24/8/2023 'ACCOUNTING_WARRANT Transfer 0101 Approval Requested Iﬁ;ﬁg{;’ for water bl & communication 10,000.00) 16,000.0
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4.7 Other Reports

4.7.1 Track Workflow Assignment Report
Step 1. Navigate the Menu > Admin > System Security > Reports > Track Workflow Assignment Report

Step 2. Provide the filters based on need as described below. Note that only the fields with ( *) are
mandatory. If the other filters are not necessary, leave it blank.

1 Application User: Filters the user that will be generated in the report.

Workflow Process: Filters the specific Workflow Process that will be generated in the report.

Current Stage and Target Stage:  Filters the stage from and to that will be generated in the report.

Comment : User can enter additional comments that can be printed in the generated report.

Deadline Date: Filters the transactions per deadline date that  will be included in the generated

report.

1 Entity Name: Select the Transaction from the left pane and click the select  (>) button . This will filter
the trans actions that will be generated in the report.

= =4 -4 =4

Track Workflow Assignments Report

-]

Entity ID

Application User ﬂ
Workflow Process B
Current Stage

Target Workflow Status

Comment

Step 3. Generate the report in the file format selected by clicking the button above the filter screen.
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Report Date - 24/8/2023
Report Time - 19:34:20

- - User : accountofficer
Mmlstry Of Finance Page 1 Of 80

Government of Kiribati

Track Workflow Assignments Report

Filter Criteria Entity Name - Payment Voucher,

Application User Entity Name Entity ID D";:,:;"e Current Workflow Stage Target Workflow Stage
Abetai Eterika Payment Voucher PV-23-14-0022 19/8/2023 |Prepared For Authorization
Abetai Eterika Payment Voucher PV-23-14-0022 19/8/2023 |Prepared Cancelled
Abetai Eterika Payment Voucher PV-23-14-0030 18/8/2023 |Prepared For Authorization
Abetail Eterika Payment Voucher PV-23-14-0030 18/8/2023 |Prepared Cancelled
Abetai Eterika Payment Voucher PV-23-14-0050 19/8/2023 |Prepared For Authorization
Abetai Eterika Payment Voucher PV-23-14-0050 19/8/2023 |Prepared Cancelled
Akineti loane Payment Voucher PV-23-01-0033 19/8/2023 |Prepared For Authorization
Akineti loane Payment Voucher PV-23-01-0033 19/8/2023 |Prepared Cancelled

4.7.2 Workflow Stages Processing Time Report
Step 1. Navigate the Menu > Admin > System Security > Reports > Workflow Stages Processing Time Report

Step 2. Provide the filters based on need as described below. Note that only the fields with (*) are
mandatory. If the other filters are not necessary, leave it blank.

9 Fiscal Year: Filters the Year where transactions are created.

1 Organisation: Filters the type of Organization (By M inistry, or By Division ) and click Lookup in the
next field. Or the user can enter the Division or Ministry code.

1 Document Type: This will filter the type of transaction that can be included in the generated report.

From and To Date: Filters th e dates of the transactions to be generated in the report.

1 Comment: User can enter additional remarks for to be included in the generated report.

=
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Work flow Stages Processing Time Report

PDF EXCEL TF oDT

= Fiscal Year FY 2023 -

= Organization - n
= Document Type
= From Date
= To Date

Comment

Step 3. Generate the report in the file format selected by clicking the button above the filter screen.

H Report Date - 30/8/2023
— Work flow Stages Processing Time Report Report Time :09:32:31 AM
—
S From 1/7/2023 To 31/7/2023 User +account officer
Environment - Null
Page 1of 1
Fiscal Year © 2023
Department
Entity Name
Operating Unit
Document Type : Purchase Requisition
Workflow Stages Received Information Released Information Total
Transaction -
Document No User Workflow Status v
Type From To Received Date |Received Time| Released Date | Released Time | Time Spent | - mulative
Time Spent
PR-23-17-0001 | MANUAL | Taareta Tebetanga |**F PR%‘S'?ELI;REQU Prepared ForEndorsement | 19/7/2023 | 113948 AM | 19/7/2023 | 11:41:09AM | 00:01:20 | 00:01:20
MANUAL |[Bemiamina Kamariera CREATED For Endorsement Prepared 19/7/2023 11:41:09 AM 19/7/2023 11:53:58 AM 00:12:49 00:14:10
MANUAL | Taareta Tebetanga APPR%:_?]I{];REQU Prepared For Endorsement 19/7/2023 11:53:58 AM 19/7/2023 11:56:56 AM 00:02:57 00:17:07
MANUAL |Beniamina Kamarieral APPR(E“;?ELEREQU For Endorsement Endorsed 19/7/2023 11:56:56 AM 19/7/2023 12:11:42 PM 00:14:46 00:31:54
MANUAL James Ruatu APPROVED Endorsed Approved 19/7/2023 12:11:42 PM 19/7/2023 12:26:07 PM 00:14:24 00:46:19
PR-23-17-0003 MANUAL |[Bemamina Kamariera ~CANCELLED Prepared Cancelled 25/7/2023 03:04:57 PM 25/7/2023 03:28:53 PM 00:23:55 00:23:55
PR-23-17-0004 MANUAL Ruteta Tetabo APPR%:?{ELI;REQU Prepared For Endorsement 31/7/2023 03:59:52 PM 31/7/2023 04:16:53 PM 00:17:01 00:17:01
MANUAL |[Beniamina Kamariera CREATED For Endorsement Prepared 31/7/2023 04:16:53 PM 1/8/2023 11:23:44 AM 19:06:50 19:23:52
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5 How to monitor budget utilized and posted GL
Accounts

5.1 Extended Accouribquiry

The Extended Account Inquiry is the screen where the users can view the GL posting or a screen view trial
balance of their GL Accounts posted. It is a real time view of the General Ledger balances. To use the
Extended Account Inquiry, follow the steps below

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

General Ledger

— ] Support Entities

_] Sub Ledgers

Journal Vouchers

Step 2. Provide the filters as needed.

9 Fiscal Year : Default is the current fiscal year. User can change the year based on the requirement.
1 Date fromandto: Date range for the JVs posted to be included in the report.
1 Subledger Type: Provides option for the user to select the subledger type to be included in the

report.
I Accounting Office : Filters report according to selected Accounting Office/  Division.
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Extended Account Inquiry Republic of Kiribati

FreeBalance Application Suite
= | 6 o .

[ Search Mode ] 4 > General Ledger >

= Fiscal Year Fy 2023 .

= Date From

* Date To

1/1/2023
30/8/2023

Sub-Ledger Type

Accounting Office ﬂ

Detail D

Zero Balance HIDE B

Group by Sub-Ledger

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

Hierarchy Rollups COA Elements

Coding Block Filter Type

Hierarchical Coding Block Elements -
Segment Concept Group Is Hide From Element Filter To Element Filter Filter
Element
From And
To Filter
v
ORGANIZATION - HEAD - HEAD - . D
ORGANIZATION A SUB_HEAD - SUB_HEAD A
ECONOMIC CLASSIFICATIO - GFSL1 - GFSL1 v D
ECONOMIC CLASSIFICATIO - GFSL2 - GFSL2 v
ECONOMIC CLASSIFICATIO - NAC - NATURAL ACCOUNT CODI v
v v

Hierarchy Rollups COA Elements

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