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The recipient of this information, by its retention and use, agrees to protect the same from loss, theft, or unauthorized 

use. 

 

 Document History  

Version  Date  By Revision  
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¶ Update in retirement of imprest  

¶ Updated to include the use of reports  
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1. Introduction  

1.1 Project Overview 

The Ministry of Finance and Economic Development (MFED) of the Government of Kiribati (GoK ) has 

contracted FreeBalance to implement Integrated Financial Management Information System (IFMIS), in its 

endeavour to reform Public Financial Management (PFM) for creating greater fiscal transparency and 

improved accounting/financial reporting.  

 

Integrated Financial Management Information System (IFMIS) is based on FreeBalance Accountability Suite 

Government Resource Planning (GRP) platform that is a Commercial Off -the -Shelf (COTS) application, 

designed and configured to meet the business process requirements.  

 

1.2 Document Purpose  

The purpose of this document is to list down the following.  

¶ List down the processes relating to Government of Kiribati Imprest related processes.  

¶ List down the process of approval of Imprest request  

¶ List down the processes in retirement of Imprest  

¶ List down the users and roles who will perform the imprest warrants and claims.  

 

1.3 Intended Audience and Reading Suggestions 

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)  

specially on the processes relating to Imprest.  

 

1.4 Terms and Abbreviation 

Acronyms  Description  

AA Accountable Advance  

CB Coding Block  

CoA Chart of Account  

IFMIS Integrated Financial Management Information System  

GRP Government Resource Planning  

JV Journal Voucher  

LM Line Ministry  

PV Payment Voucher  

SAM Security Access Matrix  

SRO Senior Responsible Officer  
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2 Users Account  

Please read this before you start working in IFMIS  

 

Users will access the Integrated Financial Management Information System (IFMIS)  through the following 

link from their browser (Edge, IE, Chrome, Fire Fox, Safari):  

https://apac.freebalance.com/Kiribati/faces/login.xhtml  

 

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

Logging in for the first time:  

 

In the above screen enter your login id as provided to you and for the first time enter password as 

123465 and click the Login  Button or Press Enter.  

Upon login, the change password is displayed. Enter a new password, re -enter it to confirm, and click the 

button on the top left corner as shown in the screen below:  

https://apac.freebalance.com/Kiribati/faces/login.xhtml
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DO NOT SHARE YOUR PASSWORD WITH ANYONE. 

The landing page is now available for the users.  

 

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

where you will navigate IFMIS.  

¶ Menu : When clicked, it will display all screen access allowed to the User  

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

¶ Search : When clicked, it will display the search field where User can type the screen they 

are looking for. The navigation path will be displayed based on the typed screen name.  

¶ Information : When clicked, it will display the Internal Message, Log in session details of 

the User and the Dashboard.  
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¶ FullScreen : When clicked, it will make the IFMIS screen into full screen. To go back, click 

the escape key.  

¶ History : When clicked, it will display the list of screens last navigated and opened by the 

User 

¶ Reports : When clicked, it will download the last report generated by the User.  

 

When the (i) Information button is clicked, the right side  of the screen is displayed with the following 

screens. 

 

¶ Internal Messages : When the box for the internal messages is clicked, the 

list of notifications for the user is displayed. The Notifications include both 

the workflow messages pending for approval and the status of the reports 

generated. When the message is opened, a link i s provided with the 

transaction number to drill down the details.  

¶ Dashboard: When the box is clicked, this will display the dashboard with 

the transaction type (PR, PO, PV, etc.) pending review or approval for the 

User. 

¶ Session Details : Displays the user ID and the login session details of the 

User. 

¶ Logout : Button to logout from IFMIS  

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

 

 

 

 

 

For all users who will us this document as a reference in entering , processing, review  and approval of 

Imprest related transactions, this is the overall end  to end procedures.  
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3 Combined Imprest Warrant and Payment Voucher  
When one request advances for travel, (may it be international or local), or Imprest Fund, this will involve 

the Accountable  Advance  screen. This is prepared by the Requester or anyone from the Division who 

may request on their behalf. This will then be forwarded to the SRO for Line Ministry Approval. Along 

with this, the supporting documentations required for travel and fund request must be s ent to the 

Imprest Section for reference, review,  and Approval.  

Payment Voucher preparation and Transactive payment will be done by the Imprest and Treasury 

section. However, the Travel claims and Retirement of Advances, will be prepared by the Line Ministry 

Accounts, authorized by the SRO  and to be approved by the Treasury . 

3.1 Line Ministries Imprest Process  
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3.1.1 How to prepare the Accountable Advance  

The Accountable Advance is a feature in IFMIS to allow users to enter their request for their advance.  

To create the Accountable Advance, follow these steps.  

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

Advance.  

 

Step 2. Advance is displayed by default at Search Mode. Click the New button and provide the 

mandatory details.  

 

Step 3. All fields with ( * ) are mandatory fields that needs to be populated. Click the Lookup button on 

the Advance Type  

 

Step 4. Click the Find button for the displayed screen and then click to select the applicable Advance 

Type from the list.  
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Step 5. Click on the Coding block Elements View  

 

Step 6. Complete the codes for  

¶ Subhead: Choose the Division of  the travelling officer  

¶ Fund: 0000- Not Defined is auto populated  

¶ Project : 00000- Not Defined is auto populated.  

¶ Location : Select the applicable location for the advance  

¶ NAC: Select 621271 ɀ Special Imprest  

¶ COFOG: 000- Not Defined  is auto populated.  

Step 7. Click the Save and return once the Coding Block is completed.  
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Step 8. Click the Lookup button on the field Payee.  

 

Step 9. Type in * VendorName/keyword * in the Name field and click the Find button on the displayed 

screen to search for the Travelling Officer to pay.  
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Step 10. Click to select the Vendor/Travelling Officer.  

 

Step 8. Enter the Advance Limit Amount . The advance limit amount is the total amount from the daily 

rate per diem.  
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Step 9. Enter the description and additional information of the Accountable Advance  

 

Step 10. Click the Save button once done.  

 

Step 11. A message is displayed that the transaction is inserted. Click the Ok button.  
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Step 12. Navigate to the Transition field and click on the dropdown list. Select the ɈRequest for Approvalɉ 

from the list.  

 

Step 13. Click the Transition button.  

 

Step 14. Enter the remarks on the step note for the next approver then click the Finish button.  

 

Step 15. A message is displayed saying that the Transaction workflow transition is executed.  

Step 16. Click Ok to complete the transition. The Status is now updated to Approval Requested. Since all 

Accountable Advance Request. This will then be routed to the Line Ministry SRO for Line Ministry 

Authorization.  
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3.1.2 How to attach Imprest Supporting Documents  

Scanned supporting documents for the Advance request must be sent to the Line Ministry Approvers, 

and Imprest team, as reference for their approval. To do this, follow the steps as follows:  

The supporting documents can be attached to the Commitment prepared or it can be sent through the 

Internal Message. If the attachment is sent through the Internal Message, follow these steps.  

Step 1. Click on the Information button from the sidebar, click the Internal Message button.  

 

Step 2. From the top of the Internal Message screen, click the Create  button.  

 

Step 3. Indicate the Subject of the message, along with the body or message for the recipients.  
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Step 4. To select the supposed recipients, click on the Select Recipients  button opposite the 

said field.  

 

This will show the list of all the application users in the system. These are all listed at the left column of 

the screen. Click on the selected users and  click the button to transfer them to the right column. List of 

the names at the right column are the selected recipient/s.  

 

 

 

 

Step 6. Click Finish once selection is done.  
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Step 7. To select the Internal Message Mailing Group, click on the button  opposite the field. 

This will open the Mailing Group screen.  

 

This will show the list of all Mailing Groups in the system. These are all listed at the left column of the 

screen. Click on the Imprest Section  and click the button to transfer them to the right column. List of 

the Mailing group at the right column are the selected recipient/s.  
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Step 8. Click Finish once selection is done.  
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Step 9. To attach the documents required, ensure that the scanned documents are already saved in your 

local folders. Click the Select Attachments button under the file name field.  

 

Step 10. To be able to attach a document, click on the New button from the top of the screen.  

  

Step 11. Provide the Title and Description of the attachment.  
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Step 14. Click on the Choose file button. This will open the userɅs local PC folders. Search and double 

click on the scanned file required to be attached.  

 

Step 15. Once done, click on the orange  button with Double check icon to save the attachment made 

and be able add new Attachment/s if required. To add other file/s, follow the same procedures.  
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Step 16. Click the Green Finish button. This will bring back the user to the Main screen.  

 

Step 17. To send the message and attachment, click the Send button.  
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This will be sent to the selected recipients. Check the Sent Messages List from your Internal Messages to 

check. 
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3.1.3 How to process authorization  of Imprest.  

The approval of the Advance Requests is initially assigned to the Line Ministry SROs . Before approval, 

download the supporting documents submitted by the Requester or Travelling Officers through the 

Internal Message. To approve the Accountable Advance at the Ministry level, follow the complete steps 

below.  

Step 1. Go to the Internal Message again and click on the ID of the Supporting Documents notification.  

 

 

Step 2. Scroll down to the link of the file attached. Click it to download.  
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Step 3. Open the downloaded documents and close the Internal Message. Refer to the supporting 

documents to check and review the Accountable Advance details.  

Step 4. After checking the details, approve the Accountable Advance. Click again on the Information 

button and got o the Internal Messages  

 

Step 5. Click the ID link of the Notification on the Accountable Advance.  
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Step 6. Click the Update Domain button to drill down the Accountable Advance details. This will bring 

screen for the Advance Request.  

 

Step 7. Go though the details of the Accountable Advance. From the transition field, select the 

ɈAuthorize by Line Ministry ɉ transition from the dropdown list. 

 

NOTE: Select the ɈReturn for Modification ɉ when there are details that needs to be updated by the 

user who prepared the Advance  

Step 8. Click the Transition  button.  
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Step 9. Enter the note to the approver and click the Finish  button.  

 

A message is displayed that the Workflow is executed. Click on the Ok button, this will complete the 

approval of the Accountable Advance at the Line Ministry. This is automatically sent to the Imprest 

division for Review.  

 

3.1.4 Prepare the Commitment for Travel Expenses  

The Commitment is to request the budget for the travel allowance. It is NOT needed to process the 

initial advance payment. This is needed in the retirement of the Imprest to close the actual travel 

expenses spent.  

Follow these steps in processing Commitment for Advances and Imprest . 

Step 1. Navigate the Menu > Budgeting & Appropriation > Commitment. The Commitment is displayed 

by default at Search Mode.  

 

Step 2. Click the New button.  
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Step 3 Click on the Lookup button to go to the Vendor screen.  

 

Step 4. Type a keyword/name of the payee, indicated with * *. Click the Find  button, this will 

display the list of Vendors to select from.  
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Step 5. Click to select the appropriate Vendor. Once selected, the code of the selected is displayed in the 

field.  

 

Step 6. Enter  the Description of the Commitment Request  
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Step 7. Click the New button under the tab Commitment Item  

 

Step 8. Click the Elements View to add the Coding Block of the Commitment Item. This will display the 

dropdown list to select the accounts below.  

 

¶ SUB HEAD: Select the Division that needs the commitment.  

¶ FUND AGENCY: Select 1101- GoK for recurrent budget, from series 2 codes if from Statutory 

expenses, and from series 3 if from development fund expenditures.  

¶ PROJECT: Select 00000-Not Defined if recurrent budget, else select the appropriate.  

¶ LOCATION :  Select from the list.  

¶ NAC: Select the appropriate NAC for the commitment like Local Shipfare/Airfare, Travel 

Allowance, etc.  

¶ COFOG: Select the applicable COFOG from the list.  
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Click the Save and Return when the accounts are selected.  

Step 9. Enter  the amount and description of the request.  

 

Step 10. Click the Save and Return button once done.  
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Step 11. When all items are added, click the Save button .  

 

Step 12. Go to the tab Attachments.  
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Step 13. Add the Title for the documents attached then click the Choose file. Select the document to 

attached. Once done it should display in the highlighted area below. Click the Save and Return button. If 

there are multiple documents to attached, repeat the process from step 12.  

 

Step 14. Click the update button to save the added attachments.  
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Step 15. Click Ok on the message displayed that the transaction is inserted. Go to the Transition field of 

the screen and select the ɈFor Endorsement " from the dropdown list.   

 

Step 13. Click the Transition button. Without doing the Transition process the Accountable Advance 

(Imprest) will NOT be processed.  

 

Step 16. Enter  the remarks on the step note for the next approver. Click the Finish button to complete 

the submission.  
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3.1.5 Process Approval of Commitment for Travel Allowance  

3.1.5.1 How to endorse  Commitments.  

Step 1. After logging in, click the  and navigate on the internal messages. Click on the message on the 

Internal Message box. 

 

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

Commitment to review.  

 

Step 2. Click on Update Domain button.  
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Step 3. The system will open the screen for the Commitment for review. Review the details of the 

Commitment.  

Step 4. After reviewing the details of the Commitment, go to the transition field and select the ɈEndorseɉ 

from the dropdown list.  

  

NOTE: The Endorser or Accountant may also select Return for Modification instead, if there are any 

corrections needed in the transaction. Detail the reason why it is returned.  

Step 5. Click the Transition button.  

 

Step 6. Enter the note for the Endorsement or Return Click the Finish button.  
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Step 11. Click ok on the message ɈThe workflow transition is executedɉ displayed. At this stage the status 

of the Commitment is updated to Reviewed. And the Commitment is no longer editable.  

 

 

3.1.5.2 How to approve Commitments.  

Step 1. After logging in, click the  and navigate on the internal messages. Click on the message on the 

Internal Message box. 

 

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

Commitment to approve.  
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Step 2. Click on Update Domain button.  

  

 

Step 3. The system will open the screen for the Commitment for approval. Review the details of the 

Commitment.    

Step 4. After reviewing the details of the PO, go to the transition field and select the ɈApprove ɉ from the 

dropdown list.  
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Select the ɈReturn for Modification ɉ when there are details that needs to be updated by the user who 

prepared the Commitment. And select the ɈCancelɉ when the PO is no longer valid and will not be 

continued.  

 

Step 5. Click the Transition button.  

   

Step 10. Enter the note and click the Finish button.  

   

Step 11. Click ok on the message ɈThe workflow transition is executedɉ displayed. At this stage the status 

of the Commitment is updated to Approved.  
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3.2 Treasury Imprest Processes 
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3.2.1 Process Approval of Accountable Advance  

The Imprest is then routed to the Imprest Team for review. Following are the things that are considered 

and reviewed by the Imprest Team.  

¶ The supporting documents are complete namely Travel Ticket, Travel Plans, Absence Form, 

Travel Itinerary.  

¶ The Travelling Officer does not have an outstanding Imprest Balance or not yet retired Imprest 

Request. 

¶ Each travelling Officers are given up to ten (10) working days to retire their imprest. If in case 

they will travel again before the expiration of the ten (10) working days, they are allowed to 

request a new one if  the previous imprest request will be retired within the next 10 days.  

Before approval, download the supporting documents submitted by the Requester or Travelling Officers 

through the Internal Message. Please note that the supporting documents maybe attached to the 

Commitment prepared.  

To review the Accountable Advance, follow these steps.  

Step 1. Go to the Internal Message again and click on the ID of the Supporting Documents notification.  

 

 

Step 2. Scroll down to the link of the file attached. Click it to download.  
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Step 3. Open the downloaded documents and close the Internal Message. Refer to the supporting 

documents to check and review the Accountable Advance details.  

Step 4. After checking the details, approve the Accountable Advance. Click again on the Information 

button and got o the Internal Messages  

 

Step 5. Click the ID link of the Notification on the Accountable Advance.  
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Step 6. Click the Update Domain button to drill down the Accountable Advance details. This will bring 

screen for the Advance Request.  

 

Step 7. Go though the details of the Accountable Advance. From the transition field, select the ɈReview 

by Imprest ɉ transition from the dropdown list. 
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NOTE: Select the ɈReturn for Modification ɉ when there are details that needs to be updated by the 

user who prepared the Advance  

Step 8. Click the Transition  button.  

 

Step 9. Enter the note to the approver and click the Finish  button.  

 

A message is displayed that the Workflow is executed. Click on the Ok button, this will complete the 

approval of the Accountable Advance at the Line Ministry. This is automatically sent to the Imprest 

division for Review.  

3.2.2 How to check the status of the Accountable Advance  

To check the status of the Advance, fo llow these steps.  

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

Advance.  
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Step 2. Click the Find button.  

 
Step 3. Click to select the advance to view. 

 
Step 4. View the details.  These details represent  the following.  

1. Adva nce Limit Amount : This is the amount equivalent of the approved Advance. It is the 

maximum amount that can be paid to the  travelling officer.  The amount of the Payment Voucher 

for the initial advance payment cannot  be higher than this amount.   

2. Actual Amount : This is the actual approved Payment Voucher for the  initial ad vance. 

3. Paid Amount : This is the actual amount paid from the approved Payment Voucher for the  initial 

advance. 

4. Retired Amount : This is the amount that is retired .  

5. Outstanding  Amount : This is the balance of unretired amount for the advance. When this 

amount is zero, the Advance Status is updated to ɈClosedɉ. The process of closing the Imprest 

Advance is still subjected for the transition of Imprest Team.  
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3.2.3 How to prepare Payment Voucher for Payment of Advances  

To prepare the Payment Voucher for the Advance request, follow these steps.  

Step 1. Navigate the Menu > Expenditures > Payment Voucher.  

 

Step 2. The Payment Voucher is displayed by default at Search Mode. Click the New button. All fields with 

(* ) are mandatory details.  
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Step 3. Select the ɈPayment for Imprest Request (for Imprest Unit Only) ɉ from the dropdown list on 

the Payment Voucher Classification.  

 

Step 4. Click the Lookup button in the Vendor field
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Step 5.  If Vendor is not  identified, click the lookup on the Vendor field. Type in  

* VendorName/keyword * in the Name field and click the Find button on the displayed screen to search 

for the Travelling Officer to pay.   

 

Step 6. Click to select the Vendor.  
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Step 7. Go to the field Payment Mode by Fund Type and select the applicable type from the list. Options 

will be if the Advance cost will be charged to the Recurrent Budget, the select the Recurrent Budget 

Payments.  

 

Step 8. Type the code of the Bank Account in the blank field in Treasury Bank Account. If it is not known, 

then click the look up on the Treasury Bank Account. Click the Find button on the displayed screen and 

click to select the applicable Bank Account. F or reference these are the list of GoK Bank Accounts to 

select from.  

o 621231 No.1 Account  

o 621232 No.4 Account  

o 621233 No. 3 Account  

o 621234 No.5 Account (Kiritimati)  

o 621235 No.6 Account (Stabex Fund)  
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Step 9. Enter the narration of the PV . 

 

Step10. Click the new  button under the Tab Line Item and provide the details as follows.  

 

Step 11. Enter  the amount and the description. The amount should be the same or lower than the 

Advance Limit amount as approved in the Accountable advance.  
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NOTE:  

1. In cases where the amount to be paid to the travelling officer is less than the approved imprest  

amount , the Imprest Team can change the amount in this step to match the  amount to be paid.  

2. The basis of retirement of the  Imprest is ONLY based on the Actuals Amount and not on the 

Advance Limit Amount.  

3. The Outstanding Balance amount is based on the difference of the Actuals Amount less the 

retired amount.  

4. When the Imprest is retired, it will close the  status of Accountable Advance even though the 

amount in Advance Limit and Actuals amount is not the same.  

 

Step 10. Click on the elements view to edit the Coding Block of the PV Item. This will display the 

dropdown list to select the accounts below.  

 
o SUB HEAD: Select the Division that needs the Imprest.  

o FUND AGENCY: Select 0000- Not Defined  

o PROJECT: Select 00000-Not Defined  

o LOCATION:  Select from the list.  
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o NAC: Select the 621271-Special Imprest  from the dropdown list. Or Click the Lookup 

button.and Enter *Imprest* in the Abbreviation field. Click the Find button to display 

NAC. Click to select the NAC. 

 

 

 
o COFOG: Select the applicable COFOG from the list.  
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Step 11. Click the Save and Return on the Coding Block to save the accounts selected.  

 

 

Step 12. Click on the Lookup button on the displayed Sub Ledger Code and search or the Accountable 

Advance to approve.  
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Step 13. Click the Find button on the displayed Accountable Advance Screen.  

 

Step 14. Click to select the Advance to pay from the list.  

 

Step 15. Click the Save and Return button.  
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Step 16. Add the description and then c lick the Save and return button.  

 

Step 17. A message is displayed that the Payment Voucher is inserted.  
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3.2.4 How to send Payment Voucher for Authorization  

Once saved, the PV is still available for update by the user who created it. The documents that were 

downloaded from the review and approval of the Accountable Advance will be uploaded as supporting 

documents for the PV. If the Supporting Documents are sent either through the Internal message or 

attached in the Commitment, there is no need to attach it again in the PV. But in case where it is not yet 

provided, you can follow these steps and send the PV for authorization.  

To send the PV for Treasury authorization, follow these steps.  

Step 1. The documents are mandatory before the PV can be sent for authorization. Go to the tab 

Attachment.  

 

Step 2. Click the New button.  
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Step 3. Select the ɈPV Supporting Documentsɉ from the field Attachment Classification an add the title 

and description of the document to attach.  

 

Step 4. Click the Choose File to add the document.  

 

Step 5. Click the Save and Return button.  
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Step 6. Click the Update button. A message is displayed that the PV is updated.  

 

Step 7. Navigate to the Transition field of the screen and select the ɈFor Authorization " from the 

dropdown list then click the Transition button.  

 

Step 8. Enter the remarks on the step note for the next approver. Click the Finish button. A 

message is displayed saying that the workflow transition is executed.  
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Notes on Payment Voucher for Advance Request  

1. The supporting documents can be attached in the Commitment for the travel allowance or sent 

through the Internal message.  

2. Choose the Coding blocks for the Advance for Division, Location and NAC which is 621231 for Special 

Imprest. All others can be set to Not Defined. 

3. Preparation of the Payment Voucher for the initial advance DOES NOT need the completed and 

approved Commitment, it is only needed during the retirement.  

4. Upon final approval of the Payment Voucher, the transaction is posted as a debit to the Accountable 

Advance. 

 

 

3.2.5 How to authorize, review and approve Payment Vouchers for Imprest 

Request  
The process of authorization, review and approval is the same  with these steps. The authorization, 

review  will be done by the Imprest Team and the approval shall be done by the Accountant General and 

delegates.  

Step 1. Click the (i) to and then click the Dashboard.  

 

 

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

Voucher  to process.  
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Step 3. This will open the list of all Payment Vouchers  pending. Click on the >> button to go to the last 

item in the list. The last item displays the most recent PVs assigned.  

 

Step 4. Click the Check button of the PV 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.  

 

 

Note: The process of Review by Imprest and approved by the ACG is the same for the Section 3.2.3  

4 Imprest Travelling Claim  
The entering and recording of Travelling Claims are entirely the Line Ministries responsi bility. All 

vouchers though will be sent to the Treasury and the Imprest Team will be the users who will review, 

check, and close the I mprest advance.  
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4.1 Retirement of Imprest with Refund  

In instance when an individual or office, spent more than the requested advances. A refund will be 

requested by the Accounts from Line Ministries to request payment for the travelling officer.  

 

To retire the Imprest advance with a claim, follow these steps.  

Step 1. Navigate the Menu > Expenditures > Payment Voucher  

 

Step 2. Click the New button. Screen will be in Insert  mode.  
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Step 3. Select the ɈPayment for Travel Claims and Imprest Refunds (L ine Ministries) ɉ from the 

dropdown list on the Payment Voucher Classification.  

 

Step 4. Click the Lookup button in the Vendor field

 

Step 5. If Vendor is not  identified, click the lookup on the Vendor field. Type in 

* VendorName/keyword * in the Name field and click the Find button on the displayed screen to search 

for the Travelling Officer to pay.   
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Step 5. Click to select the Vendor.  

 

Step 6. Go to the field Payment Mode by Fund Type and select the applicable type from the list. Options 

will be if the Advance cost will be charged to the Recurrent Budget, the select the Recurrent Budget 

Payments.  
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Step 7. Type the code of the Bank Account in the blank field in Treasury Bank Account. If it is not known, 

then click the look up on the Treasury Bank Account. Click the Find button on the displayed screen and 

click to select the applicable Bank Account. F or reference these are the list of GoK Bank Accounts to 

select from.  

o 621231 No.1 Account  

o 621232 No.4 Account  

o 621233 No. 3 Account  

o 621234 No.5 Account (Kiritimati)  

o 621235 No.6 Account (Stabex Fund)  
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Step 8. Enter  the narration of the PV. 

 

Step 9. Click the Import Commitment Item button under the Tab Line Item to select the corresponding 

Commitment created for Travel Expense/Advance.  

 

Step 10. The Commitment Item screen will be prompted. From here, click the Find button.  

 

Step 11. The list of all approved commitment items for the selected Vendor will be shown. Click on the 

Checkbox beside the Commitment Item selected, then click Return.  
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Step 12. Commitment item details such as the amount, coding block and description. Open the said 

item, by clicking on it.  

 

Step 13. From the Payment Voucher ϥtems screen, tick the Ɉϥs Recoveryɉ checkbox. This will prompt the 

Accountable Advance field where users can link the Advance to be recovered or retired.  

 

Step 14. To search for the Accountable Advance to be linked, click on the Lookup button opposite the 

field.  
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Step 15. Click the Find button from the Accountable Advance screen.  

 

Step 16. From the list prompted in the system, click on the selected Accountable Advance.  

 

Step 17. The Accountable Advance ID and the full amount will be reflected from the Payment Voucher 

Item. This will bring the amount for payment to zero since  this fund was already advanced and released. 

Click the Update and Return button to reflect the changes made.  
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Step 18. Add another line item for the additional expense incurred. Again, from the Payment Voucher 

line -item tab, click New.  

 

Step 19.  Enter  the amount and the description.  
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Step 20. Click on the elements view to edit the Coding Block of the PV Item. This will display the 

dropdown list to select the accounts below.  

 
o SUB HEAD: Select the Division that needs the Imprest.  

o FUND AGENCY: Select 1101- GoK if the PV is for recurrent budget, from series 2 codes if 

from Statutory expenses, and from series 3 if from development fund expenditures.  

o PROJECT: Select 00000-Not Defined if this is  is from recurrent budget, else select the 

appropriate.  

o LOCATION:  Select from the list.  

o NAC: Select the Expense Code of the refund . 

o COFOG: Select the applicable COFOG from the list.  
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Step 20. Click the Save and Return button.  
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Step 25. Click the Save button. A message is displayed that the Payment Voucher is inserted.  

 

Step 26. Go to the Transition field and se lect the ɈFor Authorization ɉ from the dropdown field  then click 

the Transition  button . Enter the step no te then click the Finish button.  

 

4.2 Retirement of Imprest with N il Balance 

In the instance where the retirement of the Imprest has nil balance, the Travelling O fficer shall submit 

the documents  to their Line Ministry Accounts . The Accounts team will prepare a Journal Voucher to 

record the retirement.  
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Step 1. Navigate the Menu > General Ledger > Journal Voucher. 

 

Step 2. The Journal Voucher is displayed by default at Search Mode. Click the New button and 

provide the details for the following.  
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Step 3. Select the ɈRetirement of ϥmprest-Nil Bal.ɉ from the dropdown list in the Journal Voucher 

Classification  

 

Step 3. Enter  the narration of the JV Transaction  

 

Step 4. Click the New Button in the JV Line Item  

 

Step 5. Click on the Lookup on the Commitment  
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Step 6. Click the Find button in the Commitment.  

 

Step 7. This will display all commitments . Click to select the Commitment  to retire.  

 

Step 8. The Coding Block and amount is auto populated by the details from the Commitment . Enter  the 

description.  
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Step 10. Click the Save and Return button on the Line-Item  screen. This JV Item will be the debit to the 

Expense Codes from the Commitment. This will also close the commitment and will be transferred to the 

Actual.  

 

Step 11. Click the New Button again  to add details for the Credit account.  
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Step 12. On the screen, complete the Coding Block for the imprest. Complete the details with the  

¶ Subhead:  Division of the officer who is retir ing the Imprest  

¶ Fund : Select 0000- Not Defined  

¶ Project : Select 00000-Not Defined  

¶ Location : Select the location of the travel  

¶ NAC: Select the 621271-Special Imprest  
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Step 13. Click the Find button on the Accountable Advance.  

 

Step 14. Click the Advance from the list.  
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Step 15. Enter  the description, Select the ɈRecovery ɉ from the dropdown list and update the amount 

based on the retired amount.  

 

Step 16. Click the save button once done. A message is displayed saying that the JV workflow transition is 

executed.  
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Step 17. Navigate to the Transition field of the screen and select the ɈFor Review  Ɉfrom the dropdown 

list then click the Transition button.   

 

Step 18. Enter  the remarks on the step note for the next approver then select the approver from the 

dropdown list.  

 

Step 19. Click the Finish button. A message is displayed saying that the workflow transition is 

executed.  
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Note: Process of Authorization, Review and Approval of Journal Voucher is the same with approval via 

the dash board process. Refer to Section 3.2.4 How to authorize, review and approve PVs  

 

4.3 Retirement of Imprest with Outstanding  Balance 

For instances where the expenses are less than the Advance Request, the travelling officer will give back 

the unused advance amount. This will be recorded in IFMIS Revenue Voucher, while actual expenses will 

be recorded still through the Journal Voucher.  

ČWhen the Travelling Officer sub mits the documents and pay s the outstanding  balance to the Line 

Ministry  Cashier,  this is the  process. 
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ČWhen the Travelling Officer sub mits the documents to their Accounts and pay s the outstanding  

balance to the  Treasury Cashier , this is the  process. 
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The recording of the retirement will follow the steps in Section 4.2 Retirement of Imprest  

 

4.3.1 Retirement through Journal Voucher  

To record the actual expenses:  

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

 

Step 2. The Journal Voucher is displayed by default at Search Mode. Click the New button and 

provide the details for the following  
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Step 3. Select the ɈRetirement of ϥmprestɉ from the dropdown list in the Journal Voucher Classification  

 

Step 3. Enter  the narration of the JV Transaction  

 

Step 4. Click the new button under the Items tab. The Items screen is displayed.  

 

Step 5. From Step 4, this will be the normal process of recording Commitment. Click on the Lookup on 

the Commitment  
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Step 6. Type the Vendor Code of the Commitment to filter the Commitment to display in the selection. If 

you donɅt remember the code, click the Lookup button then type * VendorName *  click the find button 

on the vendor. This will display the Vendor to pay. Click on it to select the Vendor. The Vendor Code will 

be displayed in the Commitment Screen.  

 

Step 7. Click the Find button in the Commitment.  
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Step 8. This will display all commitments based on the Vendor used as filter. Click to select the 

Commitment.  

 

Step 9. The Coding Block and amount is auto populated by the details from the PO. Enter  the 

description. Ensure also that the field ɈClose Remaining Commitment (PO) ϥtemɉ is ticked. This is to close 

the remaining commitment amount and bring back the remaining balance to the Budget Control.  

 

Step 10. Click the Save and Return button on the Line -Item screen. This JV Item will be the debit to the 

Expense Codes from the Commitment. This will also close the commitment and will be transferred to the 

Actual.  
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Step 11. Click the New Button again  to add details for the Credit account.  

 

Step 12. On the screen, complete the Coding Block for the imprest. And click on the Sub ledger Code 

Lookup button.  

 

Step 13. Click the Find button on the Accountable Advance.  

 

Step 14. Click the Advance from the list.  
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Step 15. Enter  the description, Select the ɈRecovery ɉ from the dropdown list and update the amount 

based on the retired amount.  

 

Step 16. Click the save button once done. A message is displayed saying that the JV workflow transition is 

executed.  
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Step 17. Navigate to the Transition field of the screen and select the ɈFor Review  Ɉfrom the dropdown 

list then click the Transition button.   

 

Step 18. Enter  the remarks on the step note for the next approver then select the approver from the 

dropdown list.  

 

Step 19. Click the Finish button. A message is displayed saying that the workflow transition is 

executed.  
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4.3.2 Retirement with  collection of outstanding  balance  

To record the collection  of returned advances through Revenue Vouchers , follow these steps.  

Step 1. Navigate the Menu > Revenue Management > Revenue Voucher. The Revenue Voucher is 

displayed by default at Search Mode.  

 

Step 2. The screen, by default, set to Search mode. Click the New button. Screen will be in Insert  

mode.  

 

Step 3. Select the ɈCollection from ϥmprestɉ from the dropdown list in Collection Classification 
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Step 4. Click on the Lookup button on the Customer and click on the find button for the displayed 

screen. Click to select the Travelling Officer.  

 

 

Step 5. Click to select the Employee to collect from.  
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Step 6. Vendor: Enter  the Customer Code in the Vendor field.  

 

Step 7. Select the budget fund where the Imprest was paid from.  

 

Step 8. Bank Account: Click on the Lookup button and click on the find button for the displayed screen. 

Click to select the applicable item from the list. Or the User can type in directly the codes of the Bank 

Accounts  

a. 621231 No.1 Account  

b. 621232 No.4 Account  

c. 621233 No. 3 Account  

d. 621234 No.5 Account (Kiritimati)  
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e. 621235 No.6 Account (Stabex Fund)  

 

 

Step 9. Click to select the Bank Account. The selected code will be displayed in the field Bank Account.  

 

 

Step 10. Narration: Enter  the details of the RV Transaction.  

 

Step 11. Click the New button under the tab RV Items and provide the following.  
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Step 12. Enter  the item description; quantity is defaulted at 1 and amount of the collection in the Unit 

Price 

 

Step 13. Coding Block: Click on the Elements View button to add the details of the Codes. Select the 

applicable codes from the dropdown list.  

 

o SUB HEAD: Select the Division of the Imprest.  

o FUND AGENCY: Select 1101- GoK for recurrent budget, from series 2 codes if from 

Statutory expenses, and from series 3 if from development fund expenditures.  

o PROJECT: Select 00000-Not Defined if this is  is from recurrent budget, else select the 

appropriate.  

o LOCATION:  Select from the list.  

o NAC: Select the code 621271- Special Imprest  from the list.  

o COFOG: Select the applicable COFOG from the list.  
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Step 14. Click the Lookup on the Sub ledger Code displayed. Click the Find button in the Sub ledger Code 

for the Advance Request.  

 

 

Step 15. Click to select the Accountable Advance to retire.  
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Step 16. Go to the tab RV Payment Details to add the details of the collected amounts. Click the edit link  

 

Step 17. Enter  the reference number for the collection. This maybe the date the cash was collected or 

any deposit number. This is either the check number or deposit number.  

Step 15. Check/Collection Date: Add the date details  

 

Step 18. Click the Save button when done. A message is displayed that the Transfer Voucher workflow is 

executed.  
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Step 19. Navigate to the Transition field of the screen and select the ɈFor Authorization  Ɉfrom the 

dropdown list then click the Transition button.  

 

Step 20. Enter  the remarks on the step note for the next approver then select the approver from the 

dropdown list.  

 

Step 21. Click the Finish button. A message is displayed saying that the workflow transition is 

executed.  
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4.4 Closing of Imprest Advance 

When the Imprest Advance is fully retired and the Outstanding balance is zero (0.00), the  status of the 

advance is now updated to ɈClosedɉ. But the actual closing of the IMprest Advance is still under the 

responsi bility of t he Impest Team.  

 

This section is for the Imprest to guide them in closing the Accountable Advance. To close the Advance, 

follow these steps.  

Step 1. Go to the Accountable Advance and provide the filter for the Status  
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Step 2. Click the Find button  

 

Step 3. Click the Advance to  fully closed.  
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Step 4. Go to the Transition field and select the ɈClosedɉ from the dropdown. Then click the Transition 

button.  

 

Step 5. Click the Finish button.  
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Note:   

V Closing of the Advance in the transition means that the Imprest Advance is now fully closed.  

V This is also means that all mandatory supporting documents are complete and that a ll necessary 

reports are completed. 

5 Generation of Imprest related reports  
To check the balances and amounts at a real time date, the following reports and functionalities are 

available to the users to use.  

5.1 Accountable Advance Monitoring Report  

This report provides det ails on the status of the advance including details on the paid  amount, ret ired 

and outstanding balance . 

To generate the report , follow these steps.  

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

 

Step 2. Provide the filters required below.  
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Step 3. Select the xlsx from the drop down list.  

 

Step 4. Click the Generate Report button.  
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Step 5. Click Ok on the displayed  message. 

 

Step 6. Click the (i) to go to the internal message.  



 

 

FreeBalance Confidential 

105 

 

Step 7. Click the linked ID of the notification.  

 

 

Step 8. Scroll down to download the link to the file . 
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Step 9. Open the downloaded report.  

 

 

5.1 Extended Account Inquiry  

This is a functionality that is available to the user as a screen view to check the balances and details of 

the Accountable Advances.  The details are also exportable in PDF and Excel Format. 

To use this functionality, follow these steps.  

Step 1. Navigate the Menu > General Ledger > Extended Account Inquiry  
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Step 2. Select the Accountable Advance from the dropdown list to filter only the GL records relating to 

Imprest Advances.  

 

 

Step 3. Provide the filters  in the From and To field for the ministries to include in the view ing of the 

details.  
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Step 4. Click the Find Button . 

 

Step 5. The view is displayed like this.  

Report generated by Grouping the Subledger  

 

ü When Grouped by Subledger is Checked.  
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ü When Grouped by Subledger is NOT Checked.  

 

Report generated by Summary or Detail  
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ü When Detail is Checked.  

 

ü When Detail  is NOT Checked.  
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Step 6.  Click the Excel if the view screen is to be generated into an excel file.  

 

 

Step 7. This is the sample generated report.  

 

 

Step 8. To go back to the filter screen, click the Discard button  
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Step 9. To view the details of the Accountable Advance click the Details button.  

 

Step 10. This will display the source transaction of the balance.  

 

Step 11. Click the JV History to drill down to the source JV transaction  

 

Step 12. This will open the source JV transaction . 
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Step 12. If you click on the JV Number, it will open the Journal Voucher screen.  

 

 

 

 

 

 


