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1 Document Purpose 
 

1.1 Purpose 
The purpose of this document is to detail the step-by-step guide on how to use the IFMIS Dashboard in the 

review, endorsement, authorization, and approval of transactions. 

This is applied to all of the transactions in IFMIS as follows. 

• Accountable Advance for Imprest request 

• Commitment  

• Purchase Requisition 

• Purchase Order 

• Payment Voucher 

• Revenue Voucher 

• Journal Voucher 

Using the Dashboard will let the reviewers, and approvers to do their task without going out of the 

Dashboard screen. This will also enable them to filter out the task that is assigned to them.  

In using this, it is also ok to delete the numerous internal message notifications. 

1.2 Intended Audience 
This document is intended for reference by all Reviewers, Endorser, Line Ministry SROs, Approvers. 

 

 

2 How to use the dashboard for review, 

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

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

available for the logged in user will be decreased. 

To use the dashboard, follow these steps. 

Step 1. Click the (i) to and then click the Dashboard. 
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Step 2. The dashboard with the list of transactions assigned to the user is displayed. 

 

 

Step 3. Click the Transaction to process. 

 

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

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

go to the transition field select the appropriate transition from the dropdown list. 

 

Step 6. Click the Transition button. 
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Step 7. Click the finish button.  

 

Step 8. Click Ok on the displayed message. 
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Step 9. The status of the transaction is now updated. Click the close icon to proceed with the new 

transaction to review and endorse. 

 

Step 10. Click the Check button on the next transaction and repeat the process of endorsement 

 

Step 11. Click the x icon to close the List of Commitments to endorse/approve. 
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Step 12. This will close the Commitment list to process and will go back to the dashboard. It will also display 

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

review/endorsement/authorization/approval of transactions. 

 

3 How to check assigned transactions to users. 

3.1 Track Workflow Assignment Report 
This report provides the list of all transactions assigned to a specific user. 

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 transactions that will be generated in the report. 
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Step 3. Select the Transactions applicable then click the Icon > 

 

 

Step 4 Click the button applicable to generate the report. 
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Step 5. The report will be generated in this format. 

 

3.2 Workflow Stages Processing Time Report 
This report will give information on how much time was spent by each users in processing their transition 

and approval process. 

Step 1. Navigate the Menu > Admin > System Security > Reports > Workflow Stages Processing Time 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: Filters the Year where transactions are created. 

• Organisation: Filters the type of Organization (By Ministry, 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 the dates of the transactions to be generated in the report. 

• Comment: User can enter additional remarks for to be included in 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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Step 4. The report will be generated in this format 

 

 

4 How to manage Internal Messages 
The Internal message is where all the system or user sent notifications will be prompted. By default, only the 

Unread Messages as indicated by the green round mark, can be seen from the screen.  



 

 

FreeBalance Confidential 

13 

 

To show even the opened or read messages, users must click the Show both Read and New Internal 

Messages button 

 

To avoid flooding of messages, that may cause some confusion, users must follow these steps. 

1. Ensure that all messages are opened and read.  

2. If the required actions are taken, delete the already opened messages. Show both Read and New 

Internal Message. Tick the selection box beside all Read Messages (as indicated by ground mark). 
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3. Scroll down, and from the bottom of the Internal Message screen, click on the Delete button. This 

will delete the selected messages, retaining only the Unread or unopened ones. 
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