
 

 

FreeBalance Confidential 

1 

 
 
  

How to Update Transactions when 

Fiscal Period is closed. 

 
Handling Procedure #04 

 

Integrated Financial Management Information System (IFMIS) 

 



 

 

FreeBalance Confidential 

2 

Table of Contents 
1 Document Purpose ..................................................................................................................................................... 3 

1.1 Purpose ................................................................................................................................................................ 3 

1.2 Intended Audience ............................................................................................................................................. 3 

2 How to check transactions from last month. ............................................................................................................ 3 

3 How to update transactions to current month. ........................................................................................................ 6 

3.1 Update Purchase Requisition ............................................................................................................................ 6 

3.2 Update Purchase Order ................................................................................................................................... 12 

3.3 Update Commitment ....................................................................................................................................... 18 

 

 

  



 

 

FreeBalance Confidential 

3 

1 Document Purpose 

1.1 Purpose 
The purpose of this document is to guide the reviewers and approvers on how to correct their transactions 

when the Fiscal Period is closed, and the new month is set as current. This shall be applied to the following 

• Purchase Requisition 

• Purchase Orders 

• Commitments 

The reason why there is need to change the fiscal period (month) for these transactions is that these are the 

regular transactions of Line Ministries that are prepared and posted in the real time and current month. 

When a Fiscal Period is closed, ALL PRs, POs, and Commitments that are not yet approved from the previous 

month is updated to be in the current month.  

So, it is advisable to at least approve as much as possible for these transactions. 

1.2 Intended Audience 
This document is intended for reference by.  

1. Head of Divisions in approving Purchase Requisitions. 

2. Head of Divisions in approving Commitments. 

3. Line Ministry SROs in approving Purchase Orders. 

 

 

2 How to check transactions from last month. 
To check the transactions that are prepared from last month, so it will be initially identified and can be 

updated immediately. Follow these steps. 

Step 1. Click on the Menu and then click on the Dashboard. 

 

Step 2. The list of pending transactions to review/approve is listed and click on the transaction to 

review/approve. 
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Step 3. The Task deadline date is one (1) day after it is transitioned to the user. RED means it has passed the 

deadline date already, and GREEN means, the transaction is transitioned withing the same date. If the date 

has the month prior to this month, the this signifies that the transaction needs to be updated to the 

current month. 

 

Another way to filter transactions prepared from last month is to go to the screen and add the filters for 

Fiscal Year, Fiscal Period, and the status. This may not display the transactions assigned to the logged in 

user, but it will give the user an information on which transactions are prepared from prior month 
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Step 4. Click the Find button when the filters are provided.  
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Step 5. This will display all the transactions based on the provided filters. 

 

Step 6. Open the transaction and proceed with the usual checking and review. 

 

3 How to update transactions to current month. 
Please note that the Commitment and Purchase Requisition is available for the Approver to edit. The 

reason for this is that the PR and commitment is the data from source, this means there is no prerequisite 

transaction. As for the Purchase Order, there is a need for the Approver to RETURN it IF the Fiscal Period 

is NOT EDITABLE to the user who prepared the PO. The reason for this is that edit function is not available 

to the approver, it must be returned so that the user who prepared it is informed and is accountable for the 

PO prepared. 

3.1 Update Purchase Requisition 
The validation message encountered in the Purchase Requisition is this. 
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To proceed with the update, follow these steps. 

Step 1. On the dashboard, with the list of PRs, click on one to approve. 

 

Step 2. Scroll all the way down to the Coding Block. Click it to open the Item Details.  

 

Step 3. Scroll all the way down and go to the PR Drops. Click the Open link. This will open the details. 
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Step 4. Change the month to the current month. 

 

Step 5. Click on the Update button on the PR Drop screen. 
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Step 6. Click the Update button on the PR Item screen. 
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Step 7. Click on the Update button on the Purchase Requisition screen. 

 

Step 8. Click OK on the displayed message. 

 

Step 9. Go to the Transition button and proceed with the approval. 
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Step 10. Click Ok to complete the approval of the Purchase Requisition. 

 

Step 11. Click the close button.  

 

Step 12. Proceed with the next transaction. 
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Step 13. If the list of PR List screen is closed,  

 

Step 14. The number of pending tasks will be reduced in this screen. 

 

 

3.2 Update Purchase Order 
The validation message encountered in the Purchase Requisition is this. 
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To proceed with the update, follow these steps. 

Step 1. On the dashboard, with the list of POs, click on one to approve. 

 

 

Step 2. Scroll all the way down to the Coding Block. Click it to open the Item Details.  

 

 

Step 3. Scroll all the way down and go to the PO Drops. Click the Open link. This will open the details. 
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Step 4. Change the month to the current month. 
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Step 5. Click on the Update button on the PO Drop screen. 
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Step 6. Click the Update button on the PO Item screen. 

 

 

Step 7. Click on the Update button on the Purchase Order screen. 
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Step 8. Click OK on the displayed message. 

  

Step 9. Go to the Transition button and proceed with the approval. 
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Step 10. Proceed with the next PO to approve. 

3.3 Update Commitment 
 

The validation message encountered in the Commitment is this. 

 

To update the details of the Commitment, please follow these steps. 

Step 1. On the dashboard, with the list of Commitments, click on one to approve. 
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Step 2. Scroll all the way down to the Coding Block. Click it to open the Item Details.  

 

 

Step 3. Scroll all the way down and go to the Distributions. Click the Month. This will open the distribution 

screen. 
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Step 4. Change the month to the current month. 

  

Step 5. Click on the Update button on the Distribution screen. 
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Step 6. Click the Update button on the Commitment Item screen. 

  

Step 7. Click on the Update button on the Commitment screen. 
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Step 8. Click OK on the displayed message. 

 

 

Step 9. Go to the Transition button and proceed with the approval. 
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Step 10. Proceed with the next Commitment to approve. 


