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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 (SROs)  

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

 

Step 3. Click on the Dashboard.  
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Step 4. This screen for the dashboard with the transaction type and the count of tasks to do is displayed.  

 

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

 

Step 6. The list of the transactions and their numbers are displayed.  
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Notes:  

V Dashboard is used to check the count of transactions that are assigned to the logged in users.  

V Only transactions pending to the logged in user is displayed.  

V 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 ? 

Answer1: Refer to Section 3.2 How to Monitor Commitments, step 6. If the Commitment Status is Closed, then the 

Payment Voucher for the Commitment is already approved. 

 

Answer2: Refer to Section 4.1.2 Commitment List by Number report, step 3. Total YTD Actuals: The Payment 

Voucher Amount. If it is 0.00 that means that there is no PV yet for the Commitment. 
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Answer3:  To check whether a PV that is not yet approved is already linked to the Commitment. Copy the vendor 

code of the Commitment, then navigate the Payment Voucher, paste the Vendor Code copied in the Payment 

Voucher Vendor field. Click the Search button and all PVs created for the Vendor is displayed. Click the PV that has 

the amount same with the Commitment. Navigate the PV Line Item and check the Commitment Number 

 

 

2.2.2 How to check if PR has a Purchase Order already?  

Answer1:  Refer to the Section 3.3 How to monitor Purchase Requisition, step 10 and 11. ɍ 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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Answer2:  Refer to section 3.3 How to Monitor Purchase Requisition, step 5. ɍ 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) 

 

Answer3 : To check if the if a not yet approved PO is already assigned to the PR. Navigate the PR and go to the line-

item screen. If the Status of the Item is Assigned, it means that a PO is already created for the PR. 
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2.2.3 How to check if items in PO is already received  and inspected ? 

Answer : Refer to step 10 of section 3.4 How to monitor PO. ɍ 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 

 

 

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

Answer1:  When a PV is prepared for the PO, refer to step 10 of section 3.4 How to monitor PO. When a PV Number 

is displayed in the screen displayed upon clicking the Progress button, then it means a Payment Voucher is already 

created for the PO.  

 

Answer2:  The status of the PO is already in ɈClosedɉ. This means that the PV created for the PO is already 

approved. 

 

2.2.5 How to check if Payment Voucher is already paid?  

Answer1 : Go to the field ɈPaid Statusɉ, if the status is already updated to YES, then the PV is already paid.  



 

 

 

FreeBalance Confidential 

 
13 

 

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

 

 

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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¶  : This is displayed when the New  button is clicked. This means that the 

user is entering a new transaction entry.  

¶  : This is displayed by default when the screen is opened. This means that the user 

can search any or all the existing transactions.  

¶  : This is displayed when the Find  button is clicked. It means that the 

user can select any transaction from the list displayed based on search.  

¶  : 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.  

¶  : 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.  
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Step 2. At the Search Mode , 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.  

¶ Approval Requested : These are advances that are already send for review or approval.  

¶ Approved : These are Advances that are already approved.  

¶ Cancelled : These are Advances that are cancelled. This can no longer be used is any succeeding 

processes. 

¶ Closed : These are closed by Imprest, which means that the Advance is already fully retired.  

¶ Created : These are advances that are created and saved by the Travelling Officer and is pending 

request for approval.  

 

Step 3. Click the Lookup button on the Advance Type  
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Step 4. Click the Find button on the Advance Type screen to display the Advance type to close from.  

 

Step 5. Click to select the applicable Advance Type.  

 

Step 6. Click the Find button once all filters needed are provided.  
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Step 7. At the Selection mode, click to select a specific advance to view. The ID is 01 -AA-0001 where Ɉ01ɉ is 

the new Ministry Code, AA is Accountable Advance, and 0001 is the numeric number series for each 

ministry.  

 

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

button.  

 

Step 8. View the details of the selected Accountable Advance  

1. Advance Status:  Set automatically to closed when the Outstanding Balance is zero (0.00)  

2. Advance Limit Amount:  The amount that is allowed to Travelling officer to advance.  

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

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

5. Retired  Amount : The amount that is retired . 

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

is updated to ɈClosed.ɉ 
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Step 7. To check the transactions that are posted against the Advance, click the tab Advance Transaction 

Actuals. 

¶ Sequence Number:  Number of transactions that are posted against the Accountable Advance.  

¶ Actual Transaction Date:  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.  

¶ Credit Amount:  These are the posted amounts from retirements.  



 

 

 

FreeBalance Confidential 

 
19 

 

3.2 How to monitor Commitments. 
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 Search Mode , 

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.  

 

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.  
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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.  

 

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.  

 

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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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.  

 

Step 9. The details of the workflow history are displayed. Go to the number of lines and select the ɈShow Allɉ 

from the dropdown list.  
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Step 10. The following workflow history as displayed means  

¶ Return for Modification  ɀ Means that all the User ϥDs with execution step type ɈAssignedɉ can do 

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.  

¶ Endorse  ɀ Means that all the User ϥDs with execution step type ɈAssignedɉ can do transition and 

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.  

¶ Approve ɀ 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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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 . 

 

Step 2. At the Search Mode , 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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Step 4. Select the Workflow status from the list. Following are the applicable status for IFMIS.  

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

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

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

¶ Closed : Closed are the approved PRs that are no longer valid. The purpose of closing a PR is to 

return the PR amount back to the budget available balance.  

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

 

Step 5. Select the applicable status from the list.  

¶ 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)  

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

 

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 ɀ VLVP Very Low Value Procurement  1.00 to 999.00  

¶ 2 ɀ LVP Low Value Procurement  1,000.00 to 9,999.00  

¶ 3 ɀ MVP Medium Value Procurement  10,000.00 to 49,999.00  

¶ 4 ɀ HVP High Value Procurement  50,000 and above  
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Step 7. The list of PRs is displayed based on the filter data provided.  

¶ 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.  

¶ Requisition Date:  Date when the PR is created.  

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

temporarily Saved.  

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

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

¶ Description:  Details of the PR  

¶ Total Amount:  Amount of the PR.  

 

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.  

 

Step 9. The workflow history is displayed.  

¶ Execution Date:  The date when the transition was done.  

¶ Description:  The transition done.  

¶ 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.  

 

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

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

¶ Requisition Number : The PR Number. 

¶ Item Number : ϥt will only display 1 when thereɅs only 1 line item of the PR 

¶ 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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¶ Delivery Date from and to:  The date inclusive for the month when the GSRN for the PR is 

approved.  

¶ PO Contract No.: This is the reference number for the PO assigned to the PR.  

 

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.  

 

Step 2. At the Search Mode  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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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 closing a P O is to 

return the P O amount back to the budget available balance.  

¶ Created : These are all the POs that are saved by the user.  

 

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

¶ Closed : Means that the PV for this PO is already approved  

¶ Open : Means that the PO does not have a PV yet or has a PV already but not yet approved.  

 

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 ɀ VLVP Very Low Value Procurement 1.00 to 999.00  
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¶ 2 ɀ LVP Low Value Procurement 1,000.00 to 9,999.00  

¶ 3 ɀ MVP Medium Value Procurement 10,000.00 to 49,999.00  

¶ 4 ɀ 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.  

 

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

 

Step 9. To check the status of the PO, click the Progress button.  
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Step 10. The details of the progress and status of the PO is displayed.  

¶ 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 . 

 

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.  

 

Step 2. At the Search Mode , 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  

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

¶ Approved:  Means that the GSRN is already inspected and a PV is now ready to be prepared against 

the PO of the received Items.  

¶ Cancelled:  Means that the user cancelled the GSRN  

¶ Created:  Means that the Items is already received and recorded by the user who received the 

Items/Services.  

 

Step 4. Select the Year and the Month to use a filter in searching for a specific GSRN  



 

 

 

FreeBalance Confidential 

 
32 

 

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

 

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

 

Step 7. To check the workflow status of the selected GSRN, click the Workflow History button.  
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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.  

 

 

 

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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Step 2. At the Search Mode , 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.  

¶ *  Before the number means everything that Ends with  

¶ *  After the number means everything that Starts with  

¶ *  Before and after the keyword means that everything that contains  

 

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

 

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

¶ 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 
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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.  

¶ Payment for Payroll Expenses:  This is used by Payroll Section to process the PVs relating to Payroll 

payments.  

 

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

¶ No: Means that the PV is not yet paid. The Payment for it can be processed already but it is not yet 

approved.  

¶ Yes. This PV is already processed for Payment.  
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Step 7. The PV can also be filtered using the Payment Mode.  

 

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

 

Step 9. The list of PVs is displayed based on the provided filter.  
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Step 10. To check the workflow status of the PV selected, click the Workflow History.  

 

Step 11. The detail of the workflow is displayed.  

 

 

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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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.  

o 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.  

¶ Range of Days:  Defaulted to 3 days, ender the days where PVs are grouped.  
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Step 3. Click the Get Results button.  
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Step 4. The PVs are displayed based on the selected filters.  

 

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

 

Step 7. The PV in this list is displayed.  

 

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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Step 2. At the Search Mode , 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.  

 

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

¶ Approval Requested:  These are the RVs 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 RVs that are saved by the user.  

 

Step 6. Select the applicable Location from the list.  

¶ Accounts Division of Line Ministries:  These are collections made in the Line Ministries.  

¶ MFED Treasury:  These are collections recorded in the MFED.  

¶ Outer Islands:  These are collections made in the Outer Islands  
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Step 7. Click the Find button when all the applicable filters are provided.  

 

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

 

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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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.  

 

 

 

3.8 How to monitor Journal Vouchers 
Journal 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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Step 2. At the Search Mode , 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 

 

Step 4. Select the Classification to filter the Journal Vouchers.  

¶ 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.  

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

and/or the year end.  

¶ Reallocation Adjustments:  If there are any, this classification will be used to record corrections of 

wrong charging of allocations.  

¶ 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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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.  

 

Step 6. When all filters are provided, click on the Find button.  
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Step 7. The list of Journal Vouchers is displayed.  

 

 

3.9 How to monitor Budget Transactions 
All Budget Transactions are entered in IFMIS using the screen Warrants, Supplements, & Virements Voucher 

(WSVV). All Recurrent 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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Step 2. At the Search Mode , all the fields in the screen are available to use as filter in monitoring the 

transaction.  

Step 3. Select the ɈAllotmentɉ from the Budget Control Type.  

¶ Appropriation:  Means the Budget is at Warrant level.  

¶ Allotment : Because all requests and transfers of Line Ministries are relating to their available 

budget to use, so use Allotment to filter transactions.  

 

Step 3. Select the Year and Month filter to search for the Budget Transactions.  
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Step 4. Select the Type from the list.  

¶ 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.  

¶ Update : This creating a new Budget line, increasing or decreasing an existing one.  

 

Step 5. Select the applicable Classification from the list.  

¶ 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.  

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

¶ Department Warrant ɀ Budget Transfers : These are transfers of Budget Balance from one 

Location to another. This is done and approved in Line Ministry Accounts.  

¶ 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.  

¶ Development Fund ɀ Warrant and Development Fund ɀ 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 ɀ 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 . 

 

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

¶ 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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Step 7. Select the applicable origin of the Budget Transactions. The following are the valid origins of WSVV 

transactions.  

¶ Budget Planning:  All budget transactions posted from Budget Planning. This is the General Warrant 

and the development budget amounts.  

¶ Data Import:  These are budgets imported as part of Data Migration.  

¶ Manual:  These are budget transactions prepared from Line Ministries, NEPO and/or Treasury.  

 

Step 8. Click the Find button when all filters are provided.  
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Step 9. The list is displayed.  

 

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

 

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. Assigned means it is pending for the 

user as listed in the User column.  
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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.  

 

Step 4. Click Ok on the message displayed.  

 

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

 

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

¶ Commitment Fiscal Year  and Distribution Fiscal Year : Defaulted to the current year. Select the 

other year if the current year is not applicable.  

¶ Fiscal Period:  Defaulted to the current month. Select the other month if the current month is not 

applicable for the filter.  

¶ Source:  User can select the ɈPurchase Orderɉ for Commitments posted automatically from approved 

Purchase Orders. ɈManual ɉ for Non -PO Commitments.  

¶ 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.  

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

¶ Approval Date: Approval date range of Commitments that can be included in the Commitment 

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

¶ Total YTD Actuals: The Payment Voucher Amount. If it is 0.00 that means that there is no PV yet for 

the Commitment.  

¶ Variance : The amount means itɅs the amount pending for Payment Voucher preparation. 

 

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.  

¶ Commitment Fiscal Year  and Distribution Fiscal Year : Defaulted to the current year. Select the 

other year if the current year is not applicable.  

¶ Fiscal Period:  Defaulted to the current month. Select the other month if the current month is not 

applicable for the filter.  

¶ Source:  User can select the ɈPurchase Orderɉ for Commitments posted automatically from approved 

Purchase Orders. ɈManual ɉ for Non-PO Commitments.  

¶ 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.  

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

¶ Approval Date: Approval date range of Commitments that can be included in the Commitment 

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

¶ Total YTD Actuals: The Payment Voucher Amount. If it is 0.00 that means that there is no PV yet for 

the Commitment.  

¶ Variance : The amount means itɅs the amount pending for Payment Voucher preparation. 
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4.3 Purchasing Reports 

4.3.1 PR 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.  

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

 

4.3.2 PR Listing Report 

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

¶ 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.  

¶ Requisition Date from and Requisition Date To : allows user to filter List of PR per selected Date 

Coverage as required.  

¶ Status : filters list according to PR Status (Closed, Open or All)  
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¶ Purchasing Office : Filters reported Purchase Requisition List according as per Purchasing Office/ 

Responsibility Center  

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

¶ Purchase Requisition ID : Allows user to select a specific or a range of Purchase Requisitions to be 

included in the report.  

¶ Sort By : This provides user the option to Sort report to be generated accordingly per Requisition #, 

Requisition Date, Status and/or if committed . 

 

 

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

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

 

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.  

¶ 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:  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  

o Fund: User can select if displayed by Fund Type, Funding Source or by Funding Agency  

o Project: User can select if displayed by Project Code  

o Location: User can select if displayed by Region or Location  

o Economic Classification: User can select if displayed GFS Level or by NAC  

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

 

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.  

¶ 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 : filters list according to PO Status (Assigned, Closed, Open or All)  

¶ 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 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 

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

 

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.  

¶ 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.  
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¶ 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.  

 

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

¶ 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.  

¶ 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.  

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

Item.  

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

Purchase Order Transaction.  

¶ 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, 

Purchase Order #, Fiscal Period, Fiscal Year and/or Goods and Services Received Notes ID.  
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Step 3. Generate the report in the file format selected by clicking the button above the filter screen.  

 

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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¶ 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.  

¶ Workflow Status:  Provides the option to filter report according to the PVsɅ Workflow Status.  

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

¶ From Date  and To Date : Allows the user to select beginning and ending reporting date as per 

report coverage requirement.  

¶ Approval Date  from and to : Filters report according to the DV Approval dates.  

¶ Financial Institution : Filters reported list of PVs according to their corresponding Financial 

Institution/Bank.  

¶ Vendor: Filters report according to selected Vendor.  

¶ Voucher Accounting Office:  Filters report according to selected Accounting Office/ Responsibility 

Center.  

¶ Payment Mode  by Fund Type : Allows user to generate the report based on  payments by Recurrent 

Budget or Development Budget related PVs.  

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

¶ 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.  

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

¶ 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.  

 

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

¶ 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:  If tick marked, report would  include payables with vouchers still on -

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

 

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.  

¶ 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.  

¶ Report Type:  Allows user to select report as summarized or detailed.  
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¶ Workflow Stage:  Provides the option to filter report according to the PVsɅ Workflow Status. 

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

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

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

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

¶ 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  

¶ 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.  

 

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

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

 

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.  

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

¶ 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.  

 

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

¶ 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.  
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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.  

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

¶ Fiscal Period f rom  and to: Allows the user to select beginning and ending reporting period or 

month as per report coverage requirement.  

¶ 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 DVsɅ Workflow Status. 

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

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

Receipt Voucher, Credit Note or Debit Note)  

¶ 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.  

¶ 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 Fiscal Year, 

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

¶ Customer:  User may opt to generate Sales details based on the selected customer/s to be included 

in the report. Just click the Lookup button to view list of customers as entered in the system.  
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Step 3. Generate the report in the file format selected by clicking the button above the filter screen.  
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4.6 Budget Transactions report 
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 ( * ) are 

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

¶ 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.  

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

¶ Workflow Status:  Select the applicable status from the list.  

¶ Classification:  Select the applica ble Classification from the list to be filtered  and included in the 

generated report.  

¶ Voucher ID:  Allows the user to set the specific date of coverage of the Budget Transactions pe r 

Number  as per report requirement . 

¶ Voucher Date:  Allows the user to set the specific date of coverage of Budget Transactions  as per 

report requirement.  

¶ 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.  



 

 

 

FreeBalance Confidential 

 
82 

 

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

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

¶ 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.  

¶ 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.  

 

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

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

¶ 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.   

¶ 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.  

¶ Comment:  User can enter additional remarks for to be included in the generated report.  
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Step 3. Generate the report in the file format selected by clicking the button above the filter screen.  
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5 How to monitor budget utilized and posted GL 

Accounts 

5.1 Extended Account Inquiry 
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 . 

 

Step 2. Provide the filters as needed.  

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

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

¶ Sub ledger Type:  Provides option for the user to select the subledger type to be included in the 

report.  

¶ Accounting Office : Filters report according to selected Accounting Office/ Division.  
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¶ Coding Block Filter Type: Filter the GL  Accounts according to the type.  

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

displayed in the  generated report.  

 

 

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

 








