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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 ‘

1 2023-06-12 | FreeBalance Initial Version of Imprest Warrants from the Version 3
of Document Line Ministry Processes

2 2023-10-26 | FreeBalance Updated to include the following.

I Update in the Workflow Process

I Update in Imprest warrant request

1 Update in retirement of imprest

1 Updated to include the use of reports
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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.

9 List down the processes relating to Government of Kiribati Imprest related processes.
9 List down the process of approval of Imprest request

9 List down the processes in retirement of Imprest

9 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

FreeBalance Confidential




©

S
FreeBaance

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:

Login

Username:
3
-

Password:

[

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:
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Change Password

= New Password @

= Confirmation password

DO NOT SHARE YOUR PASSWORD WITH ANYONE.

The landing page is now available for the users.

Republic of Kiribati
FreeBalance Application Suite _

FreeBalance

@O %

G )

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.

1 HMenu : When clicked, it will display all screen access allowed to the User

==

nFavorites : When clicked, it will display all favorite Menus as updated by each user

ESearch - 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.

il

1 ﬂlnformation : When clicked, it will display the Internal Message, Log in session details of
the User and the Dashboard.
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i EFUIIScreen : 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

i .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
You::;::'ew fInternal Messages : When the box for the internal messages is clicked, the
list of notifications for the user is displayed. The Notifications include both
Dashboard 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.
i 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

Session Details

User: fb_bduerme.

User.

La;gu_age, —y 9 Session Details : Displays the user ID and the login session details of the
P User.

fLogout : Button to logout from IFMIS

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

@ English

Copyright © 2023 FreeBalance | All Rights
Reserved
Powered by

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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RETIREMENT - TRAVELLING CLAIM SUBMITTED BY OFFICERS TO ACCOUNTS
t Record Collection from
Retirement

Line Ministries

Record retiremen

Payment for the Advance  payment for the Refund

Prepare
Commitment

Prepare

Prepare

Prepare

Prepare

Payment Payment Journal Revenue
Voucher Voucher Voucher Voucher
Endorse
Commitment
\L Lm.awgvaewew Authorize by SRO Authorize by SRO Authorize by SRO
Approve | v \ \l/
Commitment - 3 q .
. Rayi Reviewed by Reviewed by Reviewed by Reviewed by
Imprest: Review
T B Mance Treasury Treasury Treasury Treasury
Prepare \L \I/ \L \L \L
Accountable
el Approve by Approve by Approve by Approve by
Approve by ACG | Treasury Treasury Treasury Treasury

i\

Send Supporting
Docs through
Internal Message

—

!

Authorize by LM
SRO

Imprest: Close
Accountable

Advance
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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

LINE MINISTRIES - IMPREST PROCESSES

Travelling
Officer

!

Frepare X
Accountable |
Advance '

Accounts ‘

Send for )
Authorization

Prepare .
. Commitment

b4

h 4

Authorize
'L Accountable I;;EE]SI:
. Advance

Endorse
Commitment

h 4

Approve
Commitment

Retirement
and Claim
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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.

il General Ledger * Suly Ledgers * Accountable Advances

Advance Type

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

Accountable Advance

1

[ Search Mode

Application ID

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

= Workflow Status I

= 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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Advance Type

[ Search Mode ]

Application ID

Advance Type

e Jale] x

Application Name
D

621271 Special Imprest

621211 Petty Cash
621271 Special Imprest (PLEASE DO NOT USE)
621272 Standing Imprest

Step 5. Click on the Coding block Elements View

= Advance Type 621271

= Coding Block

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 z Special Imprest

=A =4 =4 4 -4 -

COFOG 000- Not Defined is auto populated.

Step 7. Click the Save and return once the Coding Block is completed.
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Coding Block

SUB_HEAD

1701 - MFED- Administration v
FUNDING .
AGENCY 0000 - Not Defined v
PROJECTS 00000 - Not Defined v
HOCATION 19 - North Tarawa -
NATURAL .
ACCOUNT 621271 - Special Imprest v
CODE
LOrO6 000 - Not Defined -

Step 8. Click the Lookup button on the field Payee.

= Advance Status o
Lpen

= 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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Vendor

L ojalsj x|

[ Search Mode ]

Code
Eligibility Status

Name
*orea®

Step 10. Click to select the Vendor/Travelling Officer.

Vendor

N N =5 ER

Code Name

0022471 Nera Teorea

0023289 BEIATAAKE OREA

2003066 Korea TEITIRERE

2013248 Dr Kaanong TEKOREAUA
2016169 Morea TEUNAIA

2016170 Tioti OREA h
2022040 Waaka Orea Baraniko

Q0057007712A Taokiri Koreaua

16220227 Tongorea Rinimarawa
16220268 Koreaua Biribo
16220384 Mauta Teorea

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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Accountable Advance

= Advance Status

Open

Holder Name Tioti OREA

= Advance Limit Amount AUD 490.00 h

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

* Description Travel to North Tarawa from Oct 30 to Nov 5, 2023 h
Additional Tnformation To conduct Examinations h

Step 10. Click the Save button once done.

~ Description Travel to North Tarawa from Oct 30 to Nov 5, 2023

Additional Information To conduct Examinations

Advance Transaction Schedule Advance Transactiocn Actuals
“

Select Sequence No. Transaction Forecast Transaction Forecast Transaction
Type Amount AUD Amount Foreign

Step 11. A message is displayed that the transaction is inserted. Click the Ok button.
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apac.freebalance.com says

PamrrEHE Ad e Code 17-AA-0034 inserted

Step 12. Navigate to the Transition field and click

from the list.

Transition

= Advance Type Cancel
s 1 Request for Approval

Step 13. Click the Transition button.

Workflow Process Status

Transition Request for Approval - @

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

Transition

Application Language English -

Step Note -

(&L

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

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

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.

Republic of Kiribati - TR
FreeBaland

Internal Messages

You have 1 New Messages.

Dashboard

Session Details

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

Internal Message

Select Status From D Subject Posting Date
D Tinakai 25453 There is a new Commitment (Code = COMM-23-11-0001) transition assigned 11/8/2023
L] .
Taakeata to you 21:48:07

Step 3. Indicate the Subject of the message, along with the body or message for the recipients.

Internal Message

= Subject 17-AA-0036 Supporting Documents

Organization Name
Treasury

~ Body Attached documents are the Travel Plans, Itinerary,

Absence Form, and Ticket

FreeBalance Confidential

~— y




——

FreeBalance

Step 4. To select the supposed recipients, click on the  Select Recipients ﬂ button opposite the

said field.

= Recipients:

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.

Internal Message

Available Recipients Selected Recipients
Ema Nauan (enauan) -

Enetty Isopo (eisopo)

Eni Tekanene (etekanene)

Eram Kinta (ekinta)

Erei Rimon (erimon)

Ererina TEBUTONGA (etebutonga)
Ereta Bruce (ebruce)

Ereta TEBATIO (etebaio)

Ereta Turaki (eturaki) Move selected items to other list

Eretii Timeon (etimeon)
Eria TEBARO (etebaro
b i riati Tauma Manaima (etauma manaima
Erikita Nenetaake (enenetaake)
Eritabeta M TEKANU (etekanu)
Eritabeta Tokitebwa (etokitebwa)
Eritaia Tauro (etauro)
Eritaia TIIATA (etiiata)
Eriteti Aberau (eaberau)
Eritiam Iotam Kirata (eiotam)
Eritibete Nanimwakin (enanimwakin)
Etekia Betero (ebetero) -

ailable Recipients Selected Recipients
1a Nauan (enauan) .
etty Isopo (eisopo)

i Tekanene (etekanene)

am Kinta (elinta)

Eriati Tauma Manaima (etauma man

Step 6. Click Finish once selection is done.

FreeBalance Confidential
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Internal Message

Available Recipients

Henry Asiimwe (fb_Henry)
HRM Officer (HRM)

Taou Kanimako (ikanimako)
Tarineti Tiimi (itiimi)

Iateta Tiemaua (itiemaua)
Iatiri Teuamori (iteuamori)
Ientau TUIRIM (ituirim)
Ieretita Ieretita (iieretita)
Ierevita Biriti (ibiriti)

Ioana Ruetate (iruetate)
Ioanna Mokeaki (imokeaki)
Iorome Rurunga (irurunga)
ITotebwa Reuera (ireuera)
Isaac Timothy (itimothy)
Itaia Tikanteue (itikanteue)
Iuriana Karuoieta (ikaruoieta)
Tutinii KANOOA (ikanooa)
James Ruatu Bweua (jbweua)
James Teaero (jteaero)

Joe Tiira (jtiira)

Jonathan Taake (jtaake)

4

@

Step 7. To select the Internal Message Mailing Group, click on the button ﬂ opposite the field.

This will open the Mailing Group screen.

= Recipients:

= Internal Message Mailing Group

Selected Recipients

Eriati Tauma Manaima (etauma m
Ioanna Taurannang (itaurannang)

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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Internal Message

Available Mailing Groups Selected

e _glmprest Section
NEPO Senior Sector Economist (incl Deputy Dir and Director)
User Management Administrators

Internal Message

Selected Mailing Groups

Imprest Section

Step 8. Click Finish once selection is done.
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Internal Message

Selected Mailing Groups

s

Imprest Section

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.

= Internal Message Mailing Group B

Attachment Information File Name (Click to Download)

@

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

Internal Message

Select Attachment Information File Name (Click to Download)

= Title

Step 11. Provide the Title and Description of the attachment.

FreeBalance Confidential
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Internal Message

K
L

N O =N NE

Select Attachment Information File Name (Click to Download)

= Title

Travel Documents

* Description

Travel Documents reference for Advance request approval -

Step 14. Click on the Choose file button. This wil/l ope
click on the scanned file required to be attached.

Internal Message @ open

<« > E Z <« Free..
Organize ~ MNew folder
- “ - ~ Cuick access Name
Select Attachment Information @l Desktop » UNS
= Title 4 Downloads &) Traw
Travel Documents &l Documents # oror
roje
PN Pictures »
= Description | = Issue Logs Note
Travel Documents reference for Advance re < KIRIBATI MOH
~ SAM Revisions b r
= Attachment eer Procedure Lanc
Choose File | Mo file chosen - User Frocedure o
Issue
> This PC
* Language _ ——

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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Select Attachment Information Fil

= Title

Travel Documents

= Description

Travel Documents reference for Advance request appr

= Attachment

Choose File | Travel Documents.pdf

* Language

English -

e ————— To add new Attachments

X

Step 16. Click the Green Finish button. This will bring back the user to the Main screen.

Internal Message

Select Attachment Information File Name (Click to Download)
D Title:Travel Documents Travel Documents.pdf
By: Size: 36.7 KB
Tinakai Oon: 11/8/2023
Taakeata
= Title

= Description

= Attachment
Choose File | No file chosen

= Language
4
X

Step 17. To send the message and attachment, click the Send button.
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Internal Message

e . v
Receive Read Notice

Receive Action Notice

an

* Due Date

Institution E
= Recipients: B

= Internal Message Mailing Group

Attachment Information File Name (Click to Download)
Title: Travel Documents Travel Documents.pdf

By: Size: 36.7 KB
Tinakai On: 11/8/2023

Taakeata

This will be sent to the selected recipients. Check the Sent Messages List from your Internal Messages to
check.

Internal Message

EBKN EB B ER =R

|

Select All | Select None
Select Status From pa) Subject Posting Date Reading Date Due Date Action Date

D ° 25453

-

>

Internal Message

TT-T

Select Subject Posting Date

|:| Travel Advance Documents for Boobu Teburae 11/8/2023 22:4
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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.

Republic of Kiribati - TR
FreeBaland

Internal Messages

You have 1 New Messages.

DELLLLET

Session Details

Internal Message

Select All | Select None

Select Status From D Subject Posting Date Reading Date Due Date Action Date
D ° Tmaka_l 25454 ravel Advance Documents for Boobu Teburae 11{8‘-‘1.(1143
Taakeata 22:47:17

El B B

Step 2. Scroll down to the link of the file attached. Click it to download.
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Internal Message

b 25454

From Tinakai Taakeata

Organization Name
g Administration

Subject
ubjee Travel Advance Documents for Boobu Teburae

Bod
ody Please see attached documents as your reference to approve Accountable

Advance Request # KAO_BT_0012.

This is for travel dated August 16-20, 2023 to Outer Islands.

Attachments

Attachment Information File Name (Click to Download)
Title:Travel Documents Travel Documents.pdf

By: Size: 36.7 KB
Tinakai On: 11/8/2023

Taakeata

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

Republic of Kiribati -
FreeBalang

Internal Messages

You have 1 New Messages.

DETS LLET

Session Details

User: etauma manaima.

Step 5. Click the ID link of the Notification on the Accountable Advance.
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KA K3 E1 =R kN =R

Select All | Select None
Select Status From D Subject Posting Date Reading Date Due Date Action Date

Step 6. Click the Update Domain button to drill down the Accountable Advance details. This will bring
screen for the Advance Request.

Internal Message

0 ization N
rganization Hame Administration

Subject

Body Transaction = Accountable Advance

Transaction Id = 43

Code = KAQ_BT_0012

Description = Advance Request for travel to North Tarawa from Aug 1-3,
2023

Options Available: Line Ministry Authorized, Prepared

Entity

Accountable Advandgf E

Step 7. Go though the details of the Accountable Advance. From the transition field, select the
JAuthorize by Line Ministry  transition from the dropdown | i st

Transition ——————

v
= Advance Type Authorize by Line Ministry E
Return for Modification

NOTE: S e |l eReturnfohModifigation § when there are details that need
user who prepared the Advance

Step 8. Click the Transition button.
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Transition Authorize by Line Ministry -

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

Transition

Application Language English -

Step Note -
P

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

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.

& Budgeting & Appropriations

Budget Control

Step 2. Click the New button.
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Commitment

toraleola

Commitment Number

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

Commitment

Not Posted Reason

- Origi
rgin Manual
= Vendor
= Status
Open

Step 4. Type a keyword/name of the payee, indicated with * *. Click the Find L8 button, this will
display the list of Vendors to select from.
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[ Search Mode ]
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Code

Eligibility Status

Name

*orea®

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

field.

Vendor

o jajlsj x|

[ Selection Mode ]

Code

0022471
0023289
2003066
2013248
2016169
2016170
2022040
QO0057007712A

Name

Nera Teorea

BEIATAAKE OREA

Korea TEITIRERE

Dr Kaanong TEKOREAUA
Morea TEUNAIA

Tioti OREA b

Waaka Orea Baraniko

Iackiri Koreaua

16220227
16220268

Tongorea Rinimarawa

Koreaua Biribo

16220384

Mauta Teorea

Step 6. Enter the Description of the Commitment Request
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Commitment

caleEl U

Approved By

Approved On

= Description

Travel Advance to North Tarawa from Oct 30 to Nov 5, 2023 h
z

Step 7. Click the New button under the tab Commitment Item

EEEun

Select Serial Coding Block Amount AUD Amount FC
Number

FEb

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.

Commitment Item

Serial Number

=3 - Coding Block

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

1 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.

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

1 LOCATION: Select from the list.

1 NAC: Select the appropriate NAC for the commitment like Local Shipfare/Airfare, Travel
Allowance, etc.

1 COFOG: Select the applicable COFOG from the list.
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Commitment Item

Coding Block

SUB_HEAD 1701 - MFED- Administration v

FUNDING

AGENCY 1101 - Cons. Fund- GoK v
)

ROIECT 00000 - Not Defined * Prev 1-500

HOCATION 91 - National (Country Wide) v

NATURAL . .

ACCOUNT 227211 - Local Airfares/ Shipfares v

CODE

LOroG 011 - Executive and legislative organs, v E

Click the Save and Return when the accounts are selected.
Step 9. Enter the amount and description of the request.

= Coding Block Yy
1/011 #~4

= Status Open -

Amount AUD 490.00 i———

YTD Actual AUD 0.00

Balance AUD 490.00

= Description Travel Allowance h

Step 10. Click the Save and Return button once done.
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- Description Travel Allowance
4
o
Select Fiscal Year Fiscal Period Amount AUD Balance AUD

Step 11. When all items are added, click the Save button

Commitment

KN kU =R

[ Insert Mode ]

Approved By
Approved On

* Description Travel Advance to North Tarawa from Oct 30 to Nov 5, 2023

Attachments
| T

Select  Serial Coding Block Amount AUD Amount FC Balance AUD
Number

1701/1101/00000/91/227211/011 490.00 0.00 490.00

@@ o

Step 12. Go to the tab Attachments.
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Description Travel Advance to North Tarawa from Oct 30 to Nov 5, 2023

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.

Commitment

Application ID

Attachment Classification

Application Language
pp guag English v
= Title 17-AA-0036 Supporting Documents *
A
Description
s
ile |
- Attachment ‘ prest Adv___cuments_pdf '
Date Time
Date
| User

Step 14. Click the update button to save the added attachments.
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Commitment

KN KN B K8 68 B

Approved On

Description Travel Advance to North Tarawa from Oct 30 to Nov 5, 2023

)
EN KB =R 5B

Select Information Download

Title:17-AA-0036 Supporting Documents Imprest Advance Documents.pdf
By: Size: 43 KB
Meeri on: 29/10/2023
Eeti

Step 15. Click Ok on the message displayed that the transaction is inserted. Go to the Transition field of
t he scr een arro Emderdementt " friorh the ddopdown  list.

Transition - [|——

Posting Status Cancel
For Endorsement

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

(Imprest) will NOT be processed.

Transition For Endorsement v

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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Transition

Application Language English -

Step Note .
For your processing please

#~

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

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 n and navigate on the internal messages. Click on the message on the
Internal Message box.

IFMIS - TR

Fr&Balance FreeBaland Internal Messages

Y¥ou have 2 New Messages.

Dashboard
=

Session Details

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

KA KN B IEN N =B

Pre
Select Status From ID Subject Posting Date
Tioti Orea @ There is a new Commitment (Code = COMM-23-17-0336) transition assigned to 29/10/2023
D b you 15:26:50

Step 2. Click on Update Domain button.
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Internal Message
| e |

ID I
3/20
From T b Aros
Organization Name Treasury
Subject There is a ne m me ode = COMM-23-17-0336) transition ass
Body

Transaction = Commitment

Transaction Id = 1612

Code = COMM-23-17-0336

Description = Travel Advance to North Tarawa from Oct 30 to Nov 5, 2023
Options Available: Prepared, Endorsed

Entity
Commitmen

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 Cd&ndorsef ment |,
from the dropdown list.

Transition

Posting Status Endorse
Return for Modification

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.

Transition
Endorse v

Step 6. Enter the note for the Endorsement or Return Click the Finish button.
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Transition

Application Language English -

Step Note -

(&L

Step 11. Click ok on the message 3The workflow transiti
of the Commitment is updated to Reviewed. And the Commitment is no longer editable.

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

apac.freebalance.com says

Workflow Transition Executed

3.1.5.2 How to approve Commitments.

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

FreeBalance RS  1nternal Messages

You have 5 New Messages.

Dashboard
=]

Session Details

User: vetera

Last login:

Language: English.

Logout

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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<JoJcololole

Previo

Select Status From ID Subject Posting Date

D ® Tioti Orea There is a new Commitment (Code = COMM-23-17-0336) transition assigned to iiggigﬁ

you

Step 2. Click on Update Domain button.

Internal Message
| |

ID 133776
From Tin
Organization Name
Subject There is a new Commitment (Code = COM!

Body Transaction = Commitment

Transaction Id = 1612

Code = COMM-23-17-0336

Description = Travel Advance to North Tarawa from Oct 30 to Nov 5, 2023
Options Available: Prepared, Endorsed

Entity
Commitmen

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 tAppeovePiO,f rgoom ttoh e |
dropdown list.
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+ Workflow Status
Workflow Process Status

Transition

- fp—
Posting Status Approve
Cancel
. Oriai
rigin T |
S e | e c Returrhfer Mdtlification | when there are details that needs t
prepared the Commit meCarncelj Amide rs etllreec tP @ hies 3no | onger val.i

continued.

Step 5. Click the Transition button.

» Workflow Status

Workflow Process Status

Transition
Approve -

Posting Status

* Drigin

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

Transition
L=
nauags English -
Bt Mot
=R foRs approved

A

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

O ES

Step 11. Click ok on the message J3The workflow transiti
of the Commitment is updated to Approved.
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Commitment Number COMM-23-17-033¢

= Fiscal Year FY 2033
* Fiscal Period

OCTOBER

= Issue Date 27/10/2023

= Budget Office 1702

= Workflow Status . o
Approved h

3.2 Treasury Imprest Processes

IMPREST PROCESSES - TREASURY IMPREST SECTION

Authorized - g -
Accountable Review Imprest ‘ F p N
Advance L ) » repare |
from LM \ Payment Voucher /

L 2 ) )
Approve I
Imprest by ACG ;
. Authorize Payment
Voucher

h 4

Review Payment
Voucher

h 4

Approve Payment
Voucher

Transactive

Payment

Travelling «€
Officer
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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.
1 The supporting documents are complete namely Travel Ticket, Travel  Plans, Absence Form,
Travel Itinerary.
1 The Travelling Officer does not have an outstanding Imprest Balance or not yet retired Imprest
Request.
1 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.

Republic of Kiribati - TRA

FreeBatand Internal Messages

You have 1 New Messages.

Dashboard

I

»

Session Details

Q

| @
€N

Internal Message

Select All | Select None

Select Status From ID Subject Posting Date Reading Date Due Date Action Date
D ° Tinakai 25454 Travel Advance Documents for Boobu Teburae 11/8/2023
Taakeata 22:47:17

(e J o)

Step 2. Scroll down to the link of the file attached. Click it to download.
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Internal Message

b 25454

From Tinakai Taakeata

Organization Name
g Administration

Subject
ubjee Travel Advance Documents for Boobu Teburae

Bod
ody Please see attached documents as your reference to approve Accountable

Advance Request # KAO_BT_0012.

This is for travel dated August 16-20, 2023 to Outer Islands.

Attachments

Attachment Information File Name (Click to Download)
Title:Travel Documents Travel Documents.pdf

By: Size: 36.7 KB
Tinakai On: 11/8/2023

Taakeata

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

Republic of Kiribati -
FreeBalang

Internal Messages

You have 1 New Messages.

DETS LLET

Session Details

User: etauma manaima.

Step 5. Click the ID link of the Notification on the Accountable Advance.
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Internal Message

Select Status From D Subject Posting Date |

D ° Buike Marea 133697 Report Server Notification - Payment Voucher 26/10/2023
16:04:54

I:I ° Ruteta 133543 There is a new Payment Voucher (Code = PV-23-17-0164) transition 23/10/2023
Tetabo assigned to you 23:21:25

I:I ° Ruteta 133496 There is a new Payment Voucher (Code = PV-23-17-0325) transition 23/10/2023
Tetabo assigned to you 10:21:29

D ° Ruteta There is a new Accountable Advance (Code = 17-AA-0006) transition 21/10/2023
Tetabo assigned to you 18:21:28

Cliado 1o ER V¥ T e R AR - PR W JPA RUGU < SUgE Py DL 0 42 0700 koo irio o Qa0 a0

Step 6. Click the Update Domain button to drill down the Accountable Advance details. This will bring
screen for the Advance Request.

ID 412322720
From . .

Organization Name

Subject — R S PSS S

T
™
;
a
!
I
)
T
]
"l
]
T
|
|
I
;
)
;
a
(73]
I

Body Transaction = Accountable Advance

Transaction Id = 52

Code = 17-AA-0006

Description = For copra inspection

Options Available: Review by Imprest, Prepared

Entity
Accountable Advanc

Step 7. Go though the details of the Account &Réevlew Advan
bylmprest §j transition from the dropdown | i st
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Accountable Advance

Lo ] a
[ Update/Delete Mode ]

Workflow Status

Workflow Process Status

Transition
= Advance Type Return for Modification
——* Review by Imprest

NOTE: S e | eReturn fohModifigation | when t here are details that need
user who prepared the Advance

Step 8. Click the Transition button.

Transition Review by Imprest v

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

Transition

Application Language English -

Step Note e
A

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

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, follow these steps.

Step 1. Navigate the Menu > General Ledger > Sub Ledgers > Accountable Advances > Accountable
Advance.
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il General Ledger * Suly Ledgers > untable Advances

Advance Type

Step 2. Click the Find button.

Accountable Advance

[ Search Mode ]

Step 3. Click to select the advance to view.

Accountable Advance

KN KU =R

[ Selection Mode ] il > Genera

Application Description Advance Type

1D

17-AA-0006 7 days travel to Butaritari island Special Imprest (PLEASE DO NOT USE)
17-AA-0033 Test TRUNK rev:115839 Special Imprest (PLEASE DO NOT USE)
17-AA-0034 Travel to Tab Narth Oct 23 to Oct 30 Special Imprest

17-AA-0035 Travel Advance to North Tarawa from Oct 30 to Nov 5, 2023 Special Imprest

Q—AA—ODBG >rave\ to North Tarawa from Oct 30 to Nov 5, 2023 Special Imprest

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

1. Advance 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 JClosed}. The process of closing the Imprest
Advance is still subjected for the transition of Imprest Team.
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Accountable Advance

eJaJefole]o

" Payee 2016170
Holder Name Tioti OREA
= Advance Limit Amount AUD 490.00 Q)

= Is Pay Advance In Single Installment [ ]

= Actual Amount AUD 490.00 @)
= Paid Amount AUD 490.00 @
= Retired Amount AUD R @

* Qutstanding Balance AUD 490.00 @

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 VVoucher.

Payment Voucher Work Flow Tracking

Reports

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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Payment Voucher

[ Search Mode ]

Voucher Number

Step 3. SRayment for Inplest Regjuest (for ImprestUnitOnly) § from the dropdown
the Payment Voucher Classification.

Payment Voucher

Voucher Number

= Fiscal Year FY 2023

= Fiscal Period OCTOBER v

Voucher Date 29/10/2023

* Payment Voucher Classification

For Direct Payment
Pay to Others Payment
l Payment for Advances

= Accounting Office l

= Payment Voucher Status Payment for Commitments

Payment for Imprest Request (for Imprest Unit only)
Payment for Local Purchase Orders (LPO)
Payment for POSMO Money Transfer

= Posting Status [
Payment for Travel Claims & Imprest Refunds (Line Ministries)

Step 4. Click the Lookup button in the Vendor field

Payment Voucher

KB KN =B R

= Paid Status e

= Vendor @
|

FreeBalance Confidential

~— .




FreeBalance

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.

Vendor

N N =l ES

[ Search Mode ]

Code
Eligibility Status

Name
*orea®

Step 6. Click to select the Vendor.

Vendor

o Jal=]x

Code Name

0022471 Nera Teorea

0023289 BEIATAAKE OREA
2003066 Korea TEITIRERE
2013248 Dr Kaanong TEKOREAUA
2016169 Morea TEUNAIA
2016170 Tioti OREA h
2022040 Waaka Orea Baraniko
Q0057007712A Iackiri Koreaua
16220227 Tongorea Rinimarawa
16220268 Koreaua Biribo
16220384 Mauta Teorea
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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.

= Payment Location

MFED Treasury -
= Payment Mode by Fund Type -
* Treasury Bank Account RB - Recurrent Budget Payments

DB - Development 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.
0 621231 No.1 Account
0 621232 No.4 Account
0 621233 No. 3 Account
0 621234 No.5 Account (Kiritimati)
0 621235 No.6 Account (Stabex Fund)

‘ = Treasury Bank Account @ ‘

Treasury Bank Account

[ Search Mode ]

I Application ID
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Treasury Bank Account Republic of Kiribati - Base Configuratio.. I

L
FreeBalance Application Suite l
| o] Q| v “

[ Selection Mode ] ik > Expenditures »

Application Abbreviation Treasury Bank Account Is Active Funding Source Workflow Status
D Type

621212 State Fund Physical true Approved

621231 Mo.1 Account Physical true Approved

Step 9. Enter the narration of the PV

Narration Travel to North Tarawa from Oct 30 to Nov 5, 2023

Stepl0. Click the new button under the Tab Line Item and provide the details as follows.

* Payment Voucher Payment Details Attachments
—
= r )
JEREE =N =R EE iZE e

Select Serial Commitment Obligation Coding Block Description  Amount Tax
MNumber Item AUD Amount
AUD

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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Serial Number

+ Amount AUD

Tax Amount AUD
Met Amount AUD
Unit Of Measure
Sub Ledger Type

« Coding Block

I= Advance Recovery D

Quantity Received
Unit Price AUD

« Description
P Advance

|%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
2. The basis of retirement of the Imprestis 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
amount in Advance Limit and Actuals amount is not the same.

the status of Accountable Advance even though the

amount to be paid.

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

dropdown list to select the accounts below.

FreeBalan

——

+ Coding Block
0 SUB HEAD: Select the Division that needs the Imprest.
o FUND AGENCY: Select 0000- Not Defined
o PROJECTSelect 00000-Not Defined
o0 LOCATION: Select from the list.
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0 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.

SUB_HEAD 1101 - Administration -
FUNDING ibati i
J— 1101 - Government of Kiribati_Consolidate
PROIECTE 00000 - Not Defined ~ Prev 1-500
LOCATION 91 - National {Country Wide) v
NATURAL -
ACCOUNT
CODE

Element

‘o fafa] x[a)

[ Search Mode ]

Code

Concept NAC

Abbreviation

*Imprest™® -

Element

N N R ES

[ Selection Mode ]

Code Concept Abbreviation Description
621271 NAC Special Imprest Special Imprest
621272 NAC Standing Imprest Standing Imprest

0 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.

Payment Voucher

Payment Voucher Line Item

Coding Block

SUB_HEAD

1701 - MFED- Administration A 4
FUNDING .
AGENCY 0000 - Not Defined A
PROIECTS 00000 - Not Defined v
HOCATION 19 - North Tarawa - ﬂ
NATURAL .
ACCOUNT 621271 - Special Imprest A
CODE
COFO6 000 - Not Defined .

EEs

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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Payment Voucher Line Item

= Serial Number

= Amount AUD

490.00

Tax Amount AUD 0.00

= Net Amount AUD 490.00
Unit Of Measure

v

Sub Ledger Type

= Sub Ledger Code

= Coding Block =
1/000 #~

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

Accountable Advance

‘o Jafel x[ay

[ Search Mode ]

Application ID

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

Accountable Advance

N Y ER ES

[ Insert Mode ]

FreeBalance Application Suite

Application Description Advance Type
1D

17-AA-0036 Travel to North Tarawa from Oct 30 to Nov 5, 2023 Special Imprest

Step 15. Click the Save and Return button.
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Payment Voucher Line Item

= Serial Number

= Amount AUD

490.00
Tax Amount AUD 0.00
= Net Amount AUD 490.00

Unit Of Measure

Sub Ledger Type Accountable Advance

= Sub Ledger Code 17-AA-0036
= Coding Block <
oding Bloc 1701/0000/00000/19/62127 gy B ﬂ
1/000 4

Step 16. Add the description and then ¢ lick the Save and return button.

b
-

{r]

Description Initial Advance h

Payment Voucher Item Tax Info

Select Serial Tax Tax Amount AUD Tax Amount
Number Foreign

Step 17. A message is displayed that the Payment Voucher is inserted.
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Payment Voucher

e Jal=]w)

Approved By

Approved Date

Narration Travel to North Tarawa from Oct 30 to Nov 5, 2023

* Payment Voucher Line Items * Payment Voucher Payment Details Attachments
- - *
“ ﬂ

Select  Serial Commitment Coding Block Description Amount AUD Tax Amount Net Amount
Number Item AUD AUD
1701/0000/00000/19/621271/000 Initial Advance 490.00 0.00 490.00

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.

FayiiSiie v Iavel Advaling o Laiooy LD meL

* Payment Vioucher Line Items * payment Voucher Payment Details Attachments g

2 EE =8 R

Select Information Download

Step 2. Click the New button.
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* Payment Voucher Line Items * Payment Voucher Payment Details
@un
Select Information Download

Step 3. Select the 3PV Supporting Documentsj from the
and description of the document to attach.

Information

Application 1D

Attachment Classification - -P
Language PV Supporting Documents
» Title Absence form BT e

Description

Form for the absences from August 1 to 3 e

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

e Open
Application ID 4 HM > This PC » Desktop »
; i Organize - Mew folder
Attachment Classification PV Supporting Docum 9 N
. 2 MName
Language i o OneDrive
English Dk
£ This PC
* Title Absence form BT 30 Objects
- . 1] Absence Form
o I Desktop ) att
Description Form for the absences i
Docurments '& PMicrosoft Edge
[‘ * Downloads
+ Attachment J, Musi
- usic
Date Time
=] Pirtures

Step 5. Click the Save and Return button.
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Application ID

Attachment Classification PV Supporting Documents -
Language .
English -
* Title Absence form BT
e
Description Form for the absences from August 1 to 3

Absence Formodocs

+ Attachment

Date Time

User

==

Step 6. Click the Update button. A message is displayed that the PV is updated.

* Payment Youcher Line Items * payment Voucher Payment Details Attachments
o

[ Select Information Download

Absence Form.docx

Title:Absence form BT
Size: 9.8 KB

By
Buike On 12/7/2023
Marea

Step 7. Navigate to the Transi tiFomutliorizatiord "&6dmtitehe scr een

dropdown list then click the Transition

Transition Request for Authorization - @

Posting Status Cancel

Request for Authonzation

button. A

Step 8. Enter the remarks on the step note for the next approver. Click the Finish
message is displayed saying that the workflow transition is executed.
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Transition

Application Language English .

Step Naote
Vs

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

@

B
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 NOTheed 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.

| FreeBalance SN Internal Messages

You have 55 New Messages.

DET LLETG

=

Session Details

User: fb_bduerme.

Last login:

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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User Dashboard

User Dashboard

Transaction Type Pending Tasks
Accountable Advance 26
ﬁ Payment Voucher 27
Commitment 3
Purchase Order 2
Purchase Requisition 2
Goods/Services Receive Note 1

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.

User Dashboard

[}
O Update Application ID From Stage Task Deadline Date
O o PV-23-17-0394 Approve by Treasury (500k & above) 2/9/2025
O L PV-23-17-0539 For Authorization 13/10/2023
O of PV-23-17-0649 For Authorization 19/9/2023
(] Y PV-23-17-0650 For Authorization 19/9/2023
] LY PV-23-17-0651 For Authorization 19/9/2023
O 7 PV-23-17-0685 For Authorization 221912023
O 7 PV-23-17-0694 For Authorization 22/9/2023
(] LY PV-23-17-0698 For Authorization 22/9/2023
O L' PV-23-17-0700 For Authorization 22/9/2023
O L PV-23-17-0701 For Authorization 22/9/2023
1 13 [ > [If >

Update Cancel

Step 4. Click the Check button of the PVto process.
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FreeBalance

Y
] Update
o v |
0 (v ]
o (v ]
= (¢ ]
] (v ]
O [¢ ]
:
€| <| BB 13

Application ID

PV-23-17-0716

PV-23-17-0718

PV-23-17-0719

PV-23-17-0720

PV-23-17-0721

PV-23-17-0817

PV-23-17-0831

From Stage Task Deadline Date
For Authorization 22/9/2023
For Authorization 22/9/2023
For Authorization 221912023
For Authorization 22/9/2023
For Authorization 22/9/2023
For Authorization 22/10/2023
For Authorization 3071072023

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.

User Dashboard

Workflow Process Transition

Payment Voucher

[ update/Delete Mode ]

cl v L] - cl
Workflow Process Status
Transition

Posting Status

Step 6. Click the Transition button.
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Workflow Process Transition

Payment Voucher

[ Update/Delete Mode ]

cl v UL cl

For Authorization

Workflow Process Status _

Transition Authorize by Line Ministry v

LW IO .Y T

Step 7. Click the finish button.

Workflow Process Transition

Payment Voucher

I Application L
pplication Language English -

Step Note
/~

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

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

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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RETIREMENT - TRAVELLING CLAIM SUBMITTED BY OFFICERS TO ACCOUNTS
Record retirement Record Collection from

Payment for the Refund

Prepare
Payment
Voucher

Authorize by SRO

Prepare
Journal
Voucher

7

Authorize by SRO

Retirement

Prepare
Revenue
Voucher

7

Authorize by SRO

1

Reviewed by Reviewed by Reviewed by
Treasury Treasury Treasury
Approve by Approve by Approve by
Treasury Treasury Treasury
8

4.1 Retirement of Imprest with Refund

In instance when an individual or office, spent more than the requested advances.

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

A refund will be

F ) Expenditures

Payment Vouchers

Step 2. Click the New nbutton. Screen will be in  Insert mode.
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Payment Voucher

[ Search Mode ]

St ep 3. SRaymerdfor frhvel Cldims and Imprest Refunds (L ine Ministries) } fr om t he
dropdown list on the Payment Voucher Classification.

= Fiscal Year

FY 2023
*= Fiscal Period OCTOBER -
= Voucher Date 30/10/2023
= Payment Voucher Classification -
= Accounting Office | For Direct Payment

Pay to Others Payment
| Payment for Advances
= Payment Voucher Status Payment for Commitments
Payment for Imprest Request (for Imprest Unit only)
| Payment for Local Purchase Orders (LPO)
* Posting Status Payment for POSMO Money Transfer

Payment for Travel Claims & Imprest Refunds (Line Ministries) h

Step 4. Click the Lookup button in the Vendor field

Payment Voucher

KB =S =N S

= Paid Status Mo

= Vendor @
|

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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Vendor

L ojalsj x|

[ Search Mode ]

Code
Eligibility Status

Name
*orea®

Step 5. Click to select the Vendor.

Vendor

N N =5 ER

Code Name

0022471 Nera Teorea

0023289 BEIATAAKE OREA

2003066 Korea TEITIRERE

2013248 Dr Kaanong TEKOREAUA
2016169 Morea TEUNAIA

2016170 Tioti OREA h
2022040 Waaka Orea Baraniko

Q0057007712A Taokiri Koreaua

16220227 Tongorea Rinimarawa
16220268 Koreaua Biribo
16220384 Mauta Teorea

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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= Payment Location

MFED Treasury -
= Payment Mode by Fund Type e
-
* Treasury Bank Account RB - Recurrent Budget Payments

DB - Development Budget Payments

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.
0 621231 No.1 Account
0 621232 No.4 Account
0 621233 No. 3 Account
0 621234 No.5 Account (Kiritimati)
0 621235 No.6 Account (Stabex Fund)

‘ = Treasury Bank Account @ ‘

Treasury Bank Account

[ Search Mode ]

I Application ID
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Treasury Bank Account Republic of Kiribati - Base Configuratio.. I

L
FreeBalance Application Suite l
| o] Q| " “

[ Selection Mode ]

il > Expenditures » P:

Application Abbreviation Treasury Bank Account Is Active Funding Source Workflow Status
D Type

621212 State Fund Physical true Approved

621231 Mo.1 Account Physical true Approved

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.

* Payment Voucher Line Items * Payment Voucher Payment Details Attachments

Select Serial Commitment Coding Block Description y:
Number Item

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

Commitment Item

o1 als

[ Search Mode ]

Serial Number

Status

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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Commitment Item

[ selection Mode ] #>E
Select Obligation Created On Serial Number Coding Block Amount Domestic Description
O COMM-23-17-0336 29/10/2023 15:24:36 1 1701/1101/00000/91/227211/011 490.00 Travel Allowance
Step 12. Commitment item details such as the amount, coding block and description. Open the said
item, by clicking on it.
* Payment Voucher Payment Details Attachments
| D il
Select  Serial Commitment Coding Block Description Amount AUD Tax Amount Net Amount
Number Item AUD AUD
ﬁ 1 1701/1101/00000/91/227211/011 Travel Allowance 490.00 0.00 490.00
Step 13. From the Payment Voucher Utems screen, tick

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

Payment Voucher
Payment Voucher Line Item
Unit Of Measure .

- Obligation COMM-23-17-0336
= Commitment Item )

Close on Approval |:|

Sub Ledger Type

= Coding Block =
7~

1/011

Is Advance Recovery

= Accountable Advance ﬂ I

= Advance Recovery Amount AUD 0.00

PrE
-

]

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

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

FreeBalance

Accountable Advance

KN N EER ES

[ Search Mode ]

Application ID

Workflow Status

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

REPUVIIC VI NdHvau
Payment Voucher .

FreeBalance

Accountable Advance

Lo J aj & ] x

[ Insert Mode ]

FreeBalance Application Suite

Application Description Advance Type Advance Status
D

17-AA-0036 Travel to North Tarawa from Oct 30 to Nov 5, 2023 Special Imprest

Open

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

Item. This will bring the amount for paymentto  zero since this fund was already advanced and released.
Click the Update and Return button to reflect the changes made.
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Payment Voucher

Payment Voucher Line Item

- Accountat 17-AA-0036

= Advance Recovery Amount AUD

490.00

Advance Recovery Amount FC

Quantity Received

Unit Price AUD

Description .
P Retirement of Travel Allowance
%
“
i Select Serial Tax Tax Amount AUD Tax Amount
Number Foreign

Step 18. Add another line item for the additional expense incurred. Again, from the Payment Voucher
line -item tab, click New.

* Payment Voucher Line Items * payment Voucher Payment Details Attachments
r -
- ﬂ

Select  Serial Commitment Commitment Coding Block Description Amount Tax Amount Net Amount

Number Item AUD AUD

1 COMM-23-17- 1701/1101/00000/91/227211/011 Retirement of Travel 490.00 0.00
0336 Allowance

Step 19. Enter the amount and the description.
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Payment Voucher Line Ttem

= Serial Number
= Amount AUD 120.00
Tax Amount AUD

= Net Amount AUD Cor

Unit Of Measure

Sub Ledger Type

7%

Is Advance Recovery D

Quantity Received
Unit Price AUD

Description

Additional expense for refund P

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.

+ Coding Block

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

0 PROJECTSelect 00000-Not Defined if this is is from recurrent budget, else select the
appropriate.
LOCATION: Select from the list.

0 NAC: Select the Expense Code of the refund .

0 COFOG: Select the applicable COFOG from the list.
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Payment Voucher Line Item

Coding Block

SUB_HEAD

FUNDING
AGENCY
PROJECTS

LOCATION

NATURAL
ACCOUNT
CODE

COFOG

1701 - MFED- Administration
1101 - Cons. Fund- GoK
00000 - Not Defined

91 - National (Country Wide)

227211 - Local Airfares/ Shipfares

011 - Executive and legislative organs,

Step 20. Click the Save and Return button.
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Payment Voucher
Payment Voucher Line Item

Sub Ledger Type

= Coding Block =
1/011 Vi

Is Advance Recovery |:|

Quantity Received
Unit Price AUD

Description Additional expense for refund

Payment Voucher Item Tax Info
“ E =

Select Serial Tax Tax Amount AUD Tax Amount
Number Foreign

xS

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 J~or Authorization j from the dropdown field then click

>
the Transition E 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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LINE MINISTRIES TREASURY - IMPREST

Accounts | Review Journal |
_l_ Voucher

P

Prepare
. Journal |
‘. \Voucher

L J

Approve Journal |
Voucher

[ Authorize |
Journal
_ Voucher _ Close

Accountable
Advance

Step 1. Navigate the Menu > General Ledger > Journal Voucher.
General Ledger
- Support Entities

) sub Ledgers

Account Inguiry

Extended Account Inquiry

] Reports

Step 2. The Journal Voucher is displayed by default at Search Mode. Click the New nbutton and
provide the details for the following.

Journal Voucher

[ Search Mode ]

Voucher Mumber
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Step 3. Selectt he J3Reti remeNiltBalpf f Homr et dropdown | ist in the
Classification

Classification

= Total Debit Amount AUD | Inter Ministry Transactions ]
Month/ Year End Adjustments
Reallocation Adjustment

* Total Debit Amount FC | Retirement of Imprest-Nil Bal. _

Step 3. Enter the narration of the JV Transaction

= Marration

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

Journal Voucher

= Qrigin .
g Manua

Entity

Narration Retirement of Imprest with Nil Balance]

@ T

Select Correlative Coding Block Debit Amount AUD
ID

Debit Amount FC Credit Amount AUD

Il ©

Step 5. Click on the Lookup on the Commitment

FreeBalance Confidential

~— .




FreeBalance

Journal Voucher Item

Serial Number

« Coding Block
Sub Ledger Type
« Description

Commitment (PO)

Camarouboacnt (DD Tam

Step 6. Click the Find button in the Commitment.

Commitment

N N = Ea@@)

[ Search Mode ]

Fiscal Year

Fiscal Penod

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

Journal Voucher

FreeBalance

RSPULIIL Ul RIIDUGU ~ TATRULL TLJ 11N .

Commitment

Lo ] a] = ] x

[ Selection Mode ]

FreeBalance Application Suite

Commitment Fiscal Year Fiscal Period Budget Office
Number

COMM-23-17- 2023 SEP 1702

0228

Workflow Process Amount AUD Balance AUD
Status

Approved 700.00 700.00

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

description.
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Journal Voucher Item

Correlative ID

= Coding Block =
7/011 7~

Sub Ledger Type

t Applicable

* Description Retirement of Imprest h
#~
= Commitment (PQ) Item
1 -

Close Remaining Commitment (PO) Ttem (]

= Debit Amount AUD 700.00

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.

Transaction Murmber
Payee Reference

Is Normal Roll Up Applied o

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

ojcls]s

Approved Date

= Origin .
9 Manua

Entity

" Narration Retirement of Imprest with Nil Balance

Select Correlative Coding Block
D

Debit Amount AUD

1702/1101/00000/91/251117/011 700.00

Step 12. On the screen, complete the Coding Block for the imprest.

Subhead: Division of the officer who is
Fund : Select 0000- Not Defined
Project : Select 00000-Not Defined
Location : Select the location of the travel
NAC: Select the 621271-Special Imprest

retir ing the Imprest

=A =4 =4 -4 4
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Debit Amount FC Credit Amount AUD

0.00 0.00

Complete the details with the
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ournal Voucher Item

Coding Block

SUB_HEAD 1702 - MFED- Treasury

FUNDING .

AGENCY 0000 - Not Defined

PROJECTS 00000 - Not Defined

HOCATION 35 - Tab North

NATURAL .

ACCOUNT 621271 - Special Imprest I
CODE

COFOG

000 - Not Defined

==

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

Accountable Advance

[ Search Mode ]

Application ID

Step 14. Click the Advance from the list.
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Accountable Advance

KN N =R ES

[ Selection Mode ]

Application ID Name Advance Type

1 Tables 10% LPO advance Payment
AD-22-17-0001 James Taom Advance for Cook Island Special Imprest

AD-22-17-0002 Teibouri Bamaere Travel Advance Special Imprest

AD-22-17-0005 Travel advance for Teibouri Bamaere Special Imprest

AD-22-17-0006 Second Travel Advance to James Taom Special Imprest

AD-23-17-0001 Teibouri Bamaere- Travel &dv, Jan 2023 Standing Imprest

AD-23-17-0002 Advance payment for PO-23-17-0003 10% LPO advance Payment

Step15.Entert he descri pt i Repoyvery$elfegotm ttthe dropdown | ist and uj

based on the retired amount.

Sub Ledger Type Accountable Advance -

Sub Ledger Code Description

+ Advance Amount Type Recovery . _

* Description Retirement of Travel Advance —i—

Commitment (PO)

Commitment (PQ) Item

Close Remaining Commitment {PO) Item D

+ Debit AUD 0.00
Debit FC 0.00
+ Credit AUD 450.00 | ffp—

Step 16. Click the save button once done. A message is displayed saying that the JV workflow  transition is
executed.
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Attachments
um
Select Correlative Coding Block Debit Amount AUD Debit A FC Credit A t AUD  Credit Amount FC
D
u 0801/1101/00000/91/227211,/042 450.00 0.00 0.00 0.00
u 0101/1101/00000/91/621271,/000 0.00 0.00 4590.00 0.00

g HER

Step 17. Navigate to the Transit iFowmReview &1 dowmft hdedisacpaeuv
list then click the Transition =N button.

Transition -
Request for Authorization -

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

Language English -
Step Note for your review.
s _
Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.
Transition Application Users
Review
-
-~

Tiebane Merimer
Toromon Metutera

Step 19. Click the Finish button. A message is displayed saying that the workflow transition is
executed.
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Language English -

Step Note for your review.

p
Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

Transition Application Users
RE'\" BW

©@==

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

James Ruatu b

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.

C When the Travelling Officer sub mits the documents and pays the outstanding balance to the Line
Ministry Cashier, thisis the process.
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—

Travelling
Officer e S o

/" Cashier: Prepare “'-I
', Rewvenue Voucher /

| Authorize Revenue |

Voucher

/" Prepare Journal
Accounts > Voucher
Supporting |
Documents
Authorize

Journal Voucher

—

Review Revenue
Voucher

Y

Approve Revenue
Voucher

Review Journal
Voucher

L A
|' Approve Journal ‘

Voucher

Close

Accountable
Advance

C When 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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LINE MINISTRIES TREASURY - CASHIER TREASURY - IMPREST

| Authorize Revenue |
Voucher

L

Travelling
Officer

Prepare

»  Revenue

Review Revenue
Voucher

. Voucher /

h
" Approve Revenue ‘

Voucher

; ‘ Review Journal
Prepare 2 Voucher _

Accounts . Journal |
“_ \Voucher
e L ) h 4 )
Supporting Approve Journal
Documents | Voucher

Authorize
Journal
Voucher

Close
Accountable
Advance

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.

General Ledger

) Support Entities

) Sub Ledgers

Account Inguiry
Extended Account Inquiry

] Reports

Step 2. The Journal Voucher is displayed by default at Search Mode. Click the New nbutton and
provide the details for the following
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Journal Voucher

[ Search Mode ]

Voucher Mumber

Step 3. Selectt he 3 Ret i r e megntf roofdrofitompetiseis the Journal Voucher Classification

* Type Regular
= Journal Voucher Classification
v | —
Reference Number Manth/ Year End Adjustments
Reallocation Adjustment
Joumal Voucher Type _ Retirement of Imprest —

Step 3. Enter the narration of the JV Transaction

I = Marration

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

Select Correlative Coding Block Debit Amount AUD  Debit Amount FC Credit Amour
D
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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Journal Voucher Item

Serial Number

e N N
s a

Sub Led T )
Y ger ype Not Applicable

+ Description

Commitment (PQ) @

Coammitmant (DO Tiam

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

you donAt remember the code, ¢ |*VendorNanmed clickahe knd puttdmnut t on t |
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.

Commitment

L6 J aj =] < J &

[ Search Mode ]
|
Fiscal Year

Fiscal Period

Issue Date

Budget Office
Workflow Status
Posting Status
Mot Posted Reason

Origin
it [ =

Step 7. Click the Find button in the Commitment.
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Commitment

[ Search Mode ]

Fiscal Year

Fiscal Penod

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

Commitment

Lo ] Q|

[ Selection Mode |
Commitment Fiscal Year Fiscal Period Budget Office Workflow Status  Workflow Process Amount AUD Amount FC Balance AUD Balance FC
Number Status
5 2023 u 1101 Approved Approved 490.00 0.00 490.00 0.00
z 2023 UL 1101 Approved Approved 450.00 0.00 490.00 0.00

Step 9. The Coding Block and amount is auto populated by the details from the PO. Enter the
description. Ensure also that the field 3Close Remaini:
the remaining commitment amount and bring back the remaining balance to the Budget Control.

Journal Voucher Item

Correlative ID

= Coding Block -
/000 ~

Sub Ledger Type

Not Applicable
= Description ﬂ N

Actual Expense Incurred for Travel

7~
= Commitment (PO) Item
—- 1 -

Close Remaining Commitment (PO) Item
= Debit Amount AUD —— 460.00

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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Transaction NMumber
Payee Reference

Is Mormal Roll Up &pplied E|

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

-lm Attachments

Select Correlative Coding Block Debit Amount AUD Debit Amount FC Credit Amount AUD Credit Amount FC
ID

1101/1101/00000/91/227211/000 460.00 0.00 0.00 0.00

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

Journal Voucher Item

Correlative ID

= Coding Block
/000 %

Sub Ledger Type

Accountable Advance

- Sub Ledger Code @

= Description

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

Accountable Advance

‘o Jafe] x[a)

[ Search Mode ]

Application ID

Step 14. Click the Advance from the list.
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Accountable Advance

N =N EN ES

[ Selection Mode 1

Application Name Advance Type Advance Status
j o)
KAQ 17 0729 Test if simultaneous Special Imprest Open
KAO BT 0712 BOOBU TEBURAE Advance to North Tarawa Special Imprest Qpefg
KAO TST 0729 Test Special Imprest Special Imprest Open
Step15.Entert he descri pt i Reoovery$elfegotm ttthe Hdropdown | i st

based on the retired amount.

Journal Voucher Ttem
= Coding Block a
/000 #~

Sub Ledger Type

Sub Ledger Code Description

= Advance Amount Type

—_— Recovery -

= D il
escription —_— Retirement of Travel Advance

Commitment (PQ)

Commitment (PO) Item

-
Close Remaining Commitment (PO) Item D
= Debit Al t AUD

ebit Amoun 0.00
Debit Amount FC
= Credit DC —_— 460.00

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

FreeBalance Confidential

——

89



S
FreeBaance

Attachments
um
Select Correlative Coding Block Debit Amount AUD Debit A FC Credit A t AUD  Credit Amount FC
D
u 0801/1101/00000/91/227211,/042 450.00 0.00 0.00 0.00
u 0101/1101/00000/91/621271,/000 0.00 0.00 4590.00 0.00

g HER

Step 17. Navigate to the Transit iFowmReview &1 dowmft hdedisacpaeuv
list then click the Transition =N button.

Transition -
Request for Authorization -

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

Language

English -
Step Note for your review.
L
Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.
Transition Application Users
Review
-
-

Tiebane Merimer
Toromon Metutera

Step 19. Click the Finish button. A message is displayed saying that the workflow transition is
executed.
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Language English -

Step Note .
for your review.

o
Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

Transition Application Users

Review

@==

4.3.2 Retirement with  collection of outstanding balance

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

James Ruatu -

Step 1. Navigate the Menu > Revenue Management > Revenue Voucher. The Revenue Voucher is
displayed by default at Search Mode.

‘ Revenue Mansgement

Revenue Voucher Target Stage

] Reports

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

Revenue Voucher

[ Search Mode ]

= Voucher Number

Step3.Sel ect the 3Collection from Umprestj from the dropd
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= Collection Classification

= Revenue Invoice Type

= Invoice Workflow Status

Posting Status

Collection from Imprest
Collection from NonTax Revenue
Collection from Outer Islands
Collection from Poster Sales
Collection from Tax Revenue
From Wendor Overpayments

i

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.

Customer

Customer

[ Search Mode ]

H Code

ojajs g x

Step 5. Click to select the Employee to collect from.
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Customer

K3 KN 1 ES

Republic o

Code Mame Short Name Currency
13 ARIERA TAUAMIBURE AUD

15 BAMIAN ATUERL BAMIATUE AUD

17 EIRIBATI MURSE ASSOCIATION ENA AUD

18 BARAMIED RUITI BARARUIT AUD

21 BETEROO MEREKE BETEMERE AUD

25 BOOBU TEBURAE AUD

30 BETIO TOWN COUNCIL ETC AUD

33 MATAMG TEKITANGA MATATEKI Al

Step 6. Vendor: Enter the Customer Code in the Vendor field.

« Customer - el -~

Collected from (Mame of Individual)

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

= Receipt Method

Cash -
= Receiving Location MFED Treasury -
= Receipt Mode
- -
* Bank Account Recurrent Budget - Payments
Development Budget - Payments
Offset Code =

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

621231 No.1 Account
621232 No.4 Account
621233 No. 3 Account
621234  No.5 Account (Kiritimati)

oo op
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e. 621235 No.6 Account (Stabex Fund)

| = Bank Account @ |

Treasury Bank Account

[ Search Mode ]

I Application ID

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

Treasury Bank Account Republic of Kiribati - Base Configuratio.. I

.
FreeBalance Application Suite '
| 0] Q| ”” "

[ Selection Mode ] i > Expenditures »

Application Abbreviation Treasury Bank Account Is Active Funding Source Workflow Status
D Type

621212 State Fund Physical true Approved

621231 No.1 Account Physical true Approved

I = Bank Account 621231 |

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

I = Marration

Step 11. Click the New button under the tab RV Items and provide the  following.
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* RV Payment Details Attachments Additional Information
&

Select Correlative Quantity Coding Block Unit Price AUD Price AUD
ID

Step 12. Enter the item description; quantity is defaulted at 1 and amount of the collection in the Unit
Price

+ Description

p ———

Unit Of Measure

+ Unit Price AUD

0.00 | -if———

Umit Price FC 0.00

+ Coding Block
/ K KN

Sub Ledger Type Mot Applicable

* Quantity 1.000 | ~sil—

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.

+ Coding Block

SUB HEAD: Select the Division of the Imprest.
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.
0 PROJECTSelect 00000-Not Defined if this is is from recurrent budget, else select the
appropriate.
LOCATION: Select from the list.
NAC: Select the code 621271- Special Imprest from the list.
COFOG: Select the applicable COFOG from the list.
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# Coding Block
g 0101/1101/00000,91/621271/000 |'.!i “
Ed

Sub Ledger Type Accountable Advance -

* Sub Ledger Code ﬂ

Step 14. Click the Lookup on the Sub ledger Code displayed. Click the Find button in the Sub ledger Code
for the Advance Request.

. .
Description Retirement of OB- Travel Advance

Unit Of Measure

* Unit Price AUD 10

Unit Price FC 0.00

* Coding Block
P

Sub Ledger Type Accountable Advance -

* Sub Ledger Code

Accountable Advance

KB N =R Ea@

[ Search Mode ]

Application ID

Step 15. Click to select the Accountable Advance to retire.
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Accountable Advance

KN N R ES

[ Selection Mode ]

Application ID Name Advance Type

1 Tables 10% LPQ advance Payment
AD-22-17-0001 James Taom Advance for Cook Island Special Imprest
AD-22-17-0002 Teibouri Bamaere Travel Advance Special Imprest
AD-22-17-0005 Travel advance for Teibouri Bamaere Special Imprest
AD-22-17-0005 Second Travel Advance to James Taom Special Imprest
AD-23-17-0001 Teiboun Bamaere- Travel Adv, Jan 2023 Standing Imprest
AD-23-17-0002 Advance payment for PO-23-17-0003 10% LPO advance Payment

Step 16. Go to the tab RV Payment Details to add the details of the collected amounts. Click the edit link

* RV Items * RV Payment Details Attachments Additional Information
“

Select Correlative Payment Net Payment Met Payment Outstanding
D Due Date Amount AUD Amount FC Amount AUD
] 2/7/2023 1.00 0.00 1.00

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

Reference Number .

Is Issuing Bank

Chegue/Collection Date F

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

executed.
Femenmene pesenslinormaren
L1

Select Correlative Payment Met Payment Met Payment Outstanding
ID Due Date Amount AUD Amount FC Amount AUD
(] 2/7/2023 1.00 0.00 1.00
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Step 19. Navigate to the Transiti on FRoiAethodzatof &fhreomctrleen an
dropdown list then click the Transition Ebutton.

Transition Request for Authorization - @
)

Posting Status

Cancel

Request for Authonzation

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

Language English -
Step Note for your review.
L
Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.
Transition Application Users
Review
-
-

Tiebane Merimer
Toromon Metutera

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

Language English -

Step Note for your review.

e
Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

Transition Application Users
Review

@==

James Ruatu hd
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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 JClosedj. But the actual closing of the IMprest Advance is still under the
responsi bility of t he Impest Team.

Accountable Advance
Q)

= Advance Status

Closed N |
* Payee 2008152
Holder Name Tiina BOON
= Advance Limit Amount AUD 3,640.00

= Is Pay Advance In Single Installment [z|

= Actual Amount AUD

3,640.00

= Paid Amount AUD 3,640.00

= Retired Amount AUD 3,640.00

= Refund Amount AUD 0.00

= Qutstanding Balance AUD 0.00
idD SE—

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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Accountable Advance

eJafJeofol<Ta

Application ID

Workflow Status

Advance Type

Accounting Office

PO Advance Limit Percentage

Advance Status

Closed

Purchase Order

Step 2. Click the Find button

Accountable Advance

ojaj=sj-

[ Search Mode ]

Application ID

Workflow Status

Advance Type ﬂ
Accounting Office
Purchase Order ﬂ
PO Advance Limit Percentage

Advance Status

Closed v

Step 3. Click the Advance to fully closed.
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INSpUUIic Ul Kitiual

Accountable Advance FreeB|

™
[ Q] <
[ Selection Mode ] #k > General Ledger > Sub Ledgers > Accountal

Application Description Advance Type Advance Status
D

01-AA-Q012 Special Imprest Special Imprest (PLEASE DO NOT USE) Closed
14-AA-0043 JAdvance request for Aboro Henry on 18/09/23 Special Imprest (PLEASE DO NOT USE), Closed
15-AA-0034 Impres - Attend 78th UNGA @ New York, USA Special Imprest (PLEASE DO NOT USE), Closed
17-AA-0025 Accompanying HVP to New York July 2023 Special Imprest (PLEASE DO NOT USE) Closed
17-AA-0033 Test TRUNK rev:115839 Special Imprest (PLEASE DO NOT USE) Closed

Step 4. Go to the Transition field and select the JClosedj from the dropdown. Then click the Transition
button.

Accountable Advance

ojajsjco] e

[ View Mode ]

* Application ID 17-AA-0025

* Workflow Status Approved
Approved

Workflow Process Status Approved
Approved

Transition Close

= Advance Tvne

Step 5. Click the Finish button.
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Accountable Advance

Transition

Application Language
P guag English v

Step Note
4

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.

) B

V  Closing of the Advance in the transition means that the Imprest Advance is now dilly closed.
V This is also means that all mandatory supporting documents are complete and that all necessary
reports are completed.

Note:

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

/.\ General Ledger > Sub Ledgers > Accountable Advances > Reports

Accountable Advance Report

Accountable Advance Monitoring Report

Step 2. Provide the filters required below.
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Accountable Advance Monitoring Report

* Fiscal Year 2023 v
* Advance Type 621271-Special Imprest v
* Report Type Summary -
Ministry 17-MFED -
Workflow Status For Authorization v

Step 3. Select the xIsx from the drop down list.

Accountable Advance Monitoring Report

* Fiscal Year 2023 -
* Advance Type 621271-Special Imprest -
* Report Type Summary v
Ministry 17-MFED -

Workflow Status For Authorization -

Step 4. Click the Generate Report button.
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Accountable Advance Monitoring Report

* Fiscal Year 2023 v
* Advance Type 621271-Special Imprest -
* Report Type Summary -
Ministry 17-MFED -
Workflow Status For Authorization -
XLSX &

Step 5. Click Ok on the displayed message.

Accountable Advance Monitoring Report

i > General Ledger

621271-Special Imprest

Summary

17-MFED x

For Authorization

i The Report Accountable Advance Monitoring

@ Report Was Send To Report Server With |D:
ID:WIN-AVHO2F8TMOV-61467-1697584836829-
5:2892:1:11

Step 6. Click the (i) to go to the internal message.
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Accountable Advance Monitoring Report FreeBaland Internal Messages

You have 70 New Messages.

# > General Ledger > Sub Ledgers > Accountable Advances > Repor!

Dashboard

* Fiscal Year

2023
* Advance Type 621271-Special Imprest =

* Report Type Summary -

Session Details

Ministry 17-MFED -

User: fb_bduerme.
Workflow Status. For Authorization - in:
Last login:

28/10/2023 17:18:02
Language: English.

Logout

Step 7. Click the linked ID of the notification.

K3 KB =B =R kD =l

bR

Select Status From ID Subject

I:I ® Biena

Report Server Notification - Accountable Advance Monitoring Report

Step 8. Scroll down to download the link to the file
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Internal Message

Subject

Body

Send Email

Requires Action
Receive Read Notice
Receive Action Notice

Posting Date

Reading Date

Due Date

Action Date

Attachments

Attachment Information

e:Accountat

Monitoring Rep

vance

B,

Step 9. Open the downloaded report.

File Name (Click to Download)

Report Accountable Advance Monitoring Report With Report Server ID: ID:WIN-
AVHO2FBTMOV-61467-1697884836829-5:2992:1:1:1 it is Ready

Accountable Advance Monitoring Report-1D: WIN-

AVHOZFETMOV-61467-169/7/884836829-

5:2992:1:1:1.XI5X

Summary Report on Accountable Advance
17-Ministry of Finance and Economic Development(MFED)

Division Advance PV PV Paid | Retired |Outstanding
Created Date Code Number Payee Name Description Amount | Amount | Amount | Amount Amount
8/10/23 1702 17-AA-0003 |Tekamatoa Tointarawa advance request for travel to Butaritari from 20 to 2 490.00 0.00 0.00 0 0.00
8/16/23 r 1702 17-AA-0008 |Tekamatoa Tointarawa 7 days travel to Butaritari island 490.00 0.00 0.00 0 0.00
8/16/23 r 1702 17-AA-0007 |Tioti OREA 7 days travel to Butaritari island 490.00 0.00 0.00 0 0.00
9/4/23 r 1704 17-AA-0017 |Taare Aukitino Taare Advance to Marshall Islands 3,203.20 0.00 0.00 0 0.00
Count 4 Total Amount (AUD)| 4,673.20 0.00 0.00 0.00 0.00
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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& General Ledger

Support Entities

Sub Ledgers

Journal Vouchers

Step 2. Select the Accountable Advance from the dropdown list to filter only the GL records relating to
Imprest Advances.

Extended Account Inquiry

[ Search Mode ]

* Fiscal Year FY 2023 -

= Date From 1/1/2023

- bate To 30/10/2023

Sub-Ledger Type

Accountable Advance v _

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

details.
Hierarchy Rollups COA Elements
Coding Block Filter Type Hierarchical Coding Block Elements -
Segment Concept Group Is Hide From Element Filter To Element Filter Filter
Element
From And
To Filter
ORGANIZATION - HEAD - HEAD - D 17 17
ORGANIZATION - SUB_HEAD - SUB_HEAD -
ECONOMIC CLASSIFICATIO - GFSL2 - GFSL2 - D
ECONOMIC CLASSIFICATIO - NAC - NATURAL ACCOUNT CODI | ~
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Step 4. Click the Find Button .

Extended Account Inquiry

[ Search Mode ]

Group by Sub-Ledger

Hierarchy Rollups COA Elements

Coding Block Filter Type Hierarchical Coding Block Elements v

Step 5. The view is displayed like this.
Report generated by Grouping the Subledger

Extended Account Inquiry

[ Search Mode ]

= Fiscal Year

FY 2023 hd

= Date From 1/1/2023

" bate To 30/10/2023

Sub-Ledger Type Accountable Advance -

Accounting Office

Detail |:]

Zero Balance HIDE .

Group by Sub-Ledger |:|

U  When Grouped by Subledger is Checked.
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Element Sub-Ledger Register Initial Debit Initial Credit Debit Credit Balance Balance Detail
Amount Amount Amount Amount Debit Credit
Amount Amount
15/1511/62/621271 15-AA-0020 0.00 0.00 140.00 0.00 140.00 0.00
15/1511/62/621271 15-AA-0021 0.00 0.00 350.00 0.00 350.00 0.00
15/1511/62/621271 15-AA-0022 0.00 0.00 210.00 0.00 210.00 0.00
15/1511/62/621271 15-AA-0005 0.00 0.00 210.00 0.00 210.00 0.00
15/1509/62/621271 15-AA-0018 0.00 0.00 490.00 0.00 490.00 0.00

0 When Grouped by Subledgeris  NOT Checked.

Account Inquiry Results

Element Initial Debit Initial Credit Debit Credit Balance Balance Generic
Amount Amount Amount Amount Debit Credit SublLedger
Amount Amount Summary
15/1511/62/621271 0.00 0.00 910.00 0.00 910.00 0.00

15/1509/62/621271 0.00 0.00 980.00 0.00 980.00 0.00
15/1508/62/621271 0.00 0.00 490.00 0.00 490.00 0.00
15/1506/62/621271 0.00 0.00 1,540.00 0.00 1,540.00 0.00
15/1504/62/621271 0.00 0.00 280.00 0.00 280.00 0.00

15/1502/62/621271 0.00 0.00 490.00 0.00 490.00 0.00

Total 0.00 0.00 4,690.00 0.00 4,690.00 0.00

Report generated by  Summary or Detail
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:xtended Account Inquiry

Search Mode ]

= Fiscal Year

FY 2023 -

= Date From 1/1/2023

30/10/2023

= Date To

Sub-Ledger Type Accountable Advance -

Accounting Office

Detail |:|

Zero Balance

HIDE -

U When Detail is Checked.

Account Inquiry Results

Accounting Element Date Event Type Sub-Ledger Register Journal Voucher Source Document Debit Credit

Office Number Amount Amount

1502 15/1502/62/621271 30/6/2023 15-AA-0010 JV-2023-JUN-15-0001 JV-2023-JUN-15- 490.00 0.00 ﬂ
0001

1504 15/1504/62/621271 30/6/2023 15-AA-0011 1V-2023-JUN-15-0002 1V-2023-JUN-15- 280.00 0.00 ﬂ
0002

1506 15/1506/62/621271 30/6/2023 15-AA-0012 JV-2023-JUN-15-0003 1V-2023-JUN-15- 350.00 0.00 ﬂ
0003

1506 15/1506/62/621271 30/6/2023 15-AA-0013 1V-2023-JUN-15-0004 V-2023-JUN-15- 350.00 0.00 ﬂ
0004

U  When Detail is NOT Checked.
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Account Inquiry Results

Element

15/1511/62/621271
15/1509/62/621271
15/1508/62/621271
15/1506/62/621271
15/1504/62/621271

15/1502/62/621271

Total

Initial Debit Initial Credit

Amount

0.00

0.00

0.00

0.00

0.00

0.00

0.00

Debit

Amount Amount
0.00 910.00
0.00 980.00
0.00 490.00
0.00 1,540.00
0.00 280.00
0.00 490.00
0.00 4,690.00

Credit
Amount

0.00

0.00

0.00

0.00

0.00

0.00

0.00

Step 6. Click the Excel if the view screen is to be generated into an excel file.

Balance
Debit
Amount
910.00
980.00
490.00
1,540.00
280.00

490.00

4,690.00

Balance Generic
Credit SubLedger
Amount Summary
0.00
0.00
0.00
0.00
0.00

0.00

e 2lelo

0.00

Extended Account Inquiry

lojals

[ View Mode ]

Step 7. This is the sample generated report.

‘A
Wy

S
[N

e

Criteria : Date From : 1/1/2023 , Date To : 28/10/2023 , Fiscal Year : 2023 , Hierarchical Coding Block Elements :

Government of Kiribati

Extended Account Inquiry

Account Inquiry Results

Report Date

ReportTime : 19:33:45
User : fo_bduerme
Page ; 10f 13

2811012023

ORGANIZATION : SUB_HEAD, ECONOMIC CLASSIFICATION : GFSL2, Sub-Ledger Type : Accountable Advance

Element Sub-Ledger Register Initial Debit Amount Initial Credit Amount Debit Amount Credit Amount Balance Debit Amount | Balance Credit Amount
101/0101/22/227211 01-AA-0007 0.00] 0.00| 0.00| 49000 0.00] 490 00|
101/0101/22/227211 (01-AA-0012 0.00 0.00| 0.00| 3,640.00 0.00] 3,640.00
101/0101/22/227211 01-AA-0011 0.00] 0.00| 0.00| 3.150.00 0.00] 3.150.00]
101/0101/62/621271 101-AA-0010 0.00 0.00| 13,984 64 0.00 13,984 64| 0.00|
101/0101/62/621271 01-AA-0012 0.00] 0.00| 3.640.00 000 3.640 .00 0.00
101/0101/62/621271 (01-AA-0011 0.00 0.00| 3,150.00 0.00 3.,150.00| 0.00|
101/0101/62/621271 01-AA-0013 0.00] 0.00| 2,100.00| 000 2.100.00 0.00
101/0101/62/621271 (01-AA-0007 0.00 0.00| 490.00 0.00 490 .00 0.00|

Step 8. To go back to the filter screen, click the Discard button
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Extended Account Inquiry

o jajsesln
PDF

[ View Mode ]

Step 9. To view the details of the Accountable Advance click the Details button.

Extended Account Inquiry

K2 KN =B 58 S £
PDF EXCEL

Criteria : Date From : 1/1/2023 , Date To : 28/10/2023, Fiscal Year : 2023 , Hierarchical Coding Block Elements : ORGANIZATION : HEAD (From : 17) (To : 17) , ECONOMIC CLASSIFICATION : ¢

count Inquiry Results

Element Sub-Ledger Register Initial Debit Initial Credit Debit Credit Balance Balance Detail
Amount Amount Amount Amount Debit Credit
Amount Amount
17/1704/62/621271 17-AA-0014 0.00 0.00 1,566.67 0.00 1,566.67 D.D a ’
17/4TNAIRDIEDIADTA 17_AA_NN1Q 0.00 0.00 490.00 0.00 490.00 0.00 £

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

. Republic of Kiribatl - PAYROLL IESTING ..
Extended Account Inqui - _

Element Date Event Sub-Ledger Register Journal Voucher Source Initial Initial Debit Credit Balance Balance
Type Document Debit Credit Amount  Amount Debit Credit
Number Amount Amount Amount Amount

17/1704/62/621271 1/9/2023 17-AA-0014 1V-2023-SEP-17-0022 PV-23-17-0385 0.00 0.00 1,566.67 0.00 1,566.67 0.00 ﬂ
Total 0.00 0.00  1,566.67 0.00  1,566.67 0.00

-—

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

Detail

Element Date Event Sub-Ledger Register  Journal Voucher Source Initial Initial Debit Credit Balance Balance
Type Document Debit Credit Amount Amount Debit Credit
Number Amount Amount Amount Amount
i 17/1704/62/621271 1/9/2023 17-AA-0014 JV-2023-SEP-17-0022 PVY-23-17-0385 0.00 0.00 1,566.67 0.00 1,566.67 0.0@
Total 0.00 0.00  1,566.67 0.00  1,566.67 0.00

Step 12. This will open the source JV transaction .
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Detail

Journal Voucher History

Source Voucher Id Voucher Date Coding Block Nature Debit Amount

Document

/912023 1704/110

JV-2023-SEP-17-0022 1/9/2023

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