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3 2023-August-13 FreeBalance Updated to include new process flows, Recurrent Budget

Internal Transfers, Virements, Development Fund Warrant,
Development Warrant Transfers, Imprest and Advances
process, and Guide to other Transactional Inquiries
discussed during the Line Ministry Rollo ut.

4 2023-October -19 FreeBalance Updated to include.
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different Document.
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Removed development Budget related steps to a

different document.

0 Closing and cancellation of transactions

0 Add process of Deposits

0 Update process on Pay to Others Payment
5 2024-July-12 FreeBalance Updated to include
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0 And others.
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1. Fixed Asset Management
1 Asset registration
9 Asset Transfers and Transactions
1  Custody Assignments
1 Asset Insurance and Maintenance
2. Changes in the vendor enrollment process relating to
Payment Method.
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Management Module
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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) to create 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.

0 List of all the current business processes of the Government of Kiribati detailing the procedures
on how to record them in IFMIS.

0 List of all the rules and regulations that are currently in place in the Government of Kiribati in
relation to processing of recording the Government of Kiribati (GoK) transactions to IFMIS.

0 Steps on how to generate reports for use.

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 the Ministry

of Finance and Economic Development (MFED) and the IFMIS Project Management Office (IFMIS PMO). To
name, these are the intended audience for this Procedures Manual Document

1. Line Ministry Divisions recording their purchases requisitions and commitments

2. Line Ministry Head of the Divisions in checking the budget allocated to them, approving the
purchases and commitments and checking the actuals and expenditures transacted.

3. Line Ministry Accounts Divisions in endorsing the Commitments and Purchases.

1.4 Terms and Abbreviation

Acronyms Description

AA Accountable Advance

Al Asset Item

ATF Asset Transfer

ATR Asset Transaction

BATV Bank Account Transfer Voucher
CoA Chart of Account

COMM Commitment

CT Custody Transaction

CPU Central Procurement Unit
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FP Fiscal Period

FY Fiscal Year

GSRN Goods/Services Received Note
HVP High Value Procurement

HOD Head of the Division

IFMIS Integrated Financial Management Information System
GL General Ledger

GRP Government Resource Planning
JV Journal Voucher

LM Line Ministry

LVP Low Value Procurement

MVP Medium Value Procurement
NAC Natural Account Code

PEP Payment Extract Payment

PO Purchase Order

PV Payment Voucher

PR Procurement Requisition

SAM Security Access Matrix

SRO Senior Responsible Officer

TIN Tax Identification Number

™ Treasury Management

VAT Value Added Tax

VLVP Very Low Value Procurement
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All processes for the Line Ministries are listed in this document namely.

0 Preparation of Procurement Requisition Form

0 Preparation of or Local Purchase Order

0 Acceptance and Inspection of Goods/Services Delivered

0 Invoicing of purchases

0 Preparation of Internal memo to pay expenses.

0 Approval process for these transactions

0 Preparation of Payment Vouchers,

0 Recording of collection and printing of General receipts.

0 Recording of adjustments and inter -ministry transactions.

0 Use of reports for analysis and reference.

0 Preparation of Department Warrants, Budget Transfers and Virements
0 Registration of Assets, Custody Assignments, Asset Transfers and Transactions, Asset

Maintenance and Insurance

2.1 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, Firefox, 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:
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Login

Username:
@
-

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:

Change Password

= New Password [Zi

= Confirmation password vesssees

DO NOT SHARE YOUR PASSWORD WITH ANYONE.

When the user needs to reset his/her own password, they need to navigate the Menu > Admin > System
Security > Users > Change Password.
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& Admin > System Security > Users

Change Password

The landing page is now available for the users.

Republic of Kiribati

FreeBalance Application Suite

FreeBalance

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.

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

o«

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

o«

E Search: When clicked, it will display the search field where User can type the screen they
are looking for. The navigation path will be displayed based on  the typed screen name.

o«

0 Information : When clicked, it will display the Internal Message, Log in session details of the
User and the Dashboard.

Fullscreen: When clicked, it will make the IFMIS screen into full screen. To go back, click
the escape key.

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

o«

. Reports : When clicked, it will download the last report generated by the User.
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When the (i) Information button is clicked, the

screens.

Internal Messages

You have 59 New
Messages.

Dashboard
=

Session Details

User: fb_bduerme.

F—
FreeBalance

right side of the screen is displayed with the following

0 Internal Messages: When the box for the internal messages is clicked, the
list of notifications for the user is displayed. The Notifications include both

the workflow messages pending for approval and the status of the reports
generated. When the message is opened, a link i s provided with the
transaction number to drill down the details.

0 Dashboard: When the box is clicked, this will display the dashboard with
the transaction type (PR, PO, PV, etc.) pending review or approval for the
User.

0 Session Details: Displays the user ID and the login session details of the
User.

0 Logout: Button to logout from IFMIS
0 System Details: Displays the details of the software version of the IFMIS

2.2 List of Ministry Processes

The list of processes done by all Ministries is listed below.

# Business Process

IFMIS Process GoK User Role System Function

. PURCHASING MANAGEMENT

Enrollment of
Unlisted Vendor/s

Process
Procurement
Requisition Form

FreeBalance Confidential
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Do a Search function to verify if
Vendor required is already
listed in the system

Create Vendor if not in the
system

Send the created Vendor for
Approval - (select if

Common Entity -
Company/Vendor, or

Personnel from respective

. Line Ministries (LMs) Vendors
Employee/Beneficiary)
Update Vendor Bank Account
Create new Financial
Institution
Add Bank Branch to a Financial
Institution
Create Purchase Requisition Personnel from respective Purchase
(PR) Line Ministries (LMs) Requisition
Accountants/Senior Purchase
Review and endorse PR Accountants of Respective .
Requisition

LMs
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Business Process

Procurement
Process for MVP
and HVP

Process Local
Purchase Order

Process Delivered
Goods/Services
Acceptance and
Inspections

IFMIS Process

Approve PR

NA

Create Purchase Order

Review Purchase Order

Approve PO

Accept delivered goods and
Create Goods/Service Receive
Note

Inspect/Approve
Goods/Service Receive Note

II. COMMITMENT MANAGEMENT

Process
Commitment Form

Create Commitment

Review and endorse

Commitment

Approve Commitment

lll. ACCOUNTS PAYABLE AND PAYMENTS

Invoicing

Recording of Outer
Islands
expenditure from
Purchases

Prepare Payment Voucher

Authorize PV by Line Ministry

Create, Endorse, and Approve
Commitment

Prepare Payment Voucher

Authorize Payment Voucher

IV. REVENUE AND COLLECTION MANAGEMENT

Recording of
collections
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GoK User Role

HOD of Respective Divisions

Procurement Officers
Account Officers/ Accountants
/ Senior Accountants

Accountants / Senior
Accountants

Secretary,
Accountant General

Depu

Assigned Personnel from
respective Line Ministries
(LMS)v

HOD of Respective Divisions

Assigned Personnel from
respective Line Ministries (LMs)

Accountants/Senior
Accountants of Respective LMs

HOD of Respective Divisions

Accountants / Senior
Accountants

Secretary,
Accountant General

Depu

Island Treasurers

Island Treasurers

Island Treasurers

Cashier/Accounts
Officer/Accountants /Senior
Accountants

System Function
Purchase

Requisition

NA

Purchase Order

Review PO

Approve PO

Goods/Services
Receive Note

Approve GSRN

Commitment

Review
Commitment

Approve
Commitment

Payment Voucher

Payment Voucher

Commitment

Payment Voucher

Payment Voucher

Revenue Voucher
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Business Process

Recording of Outer
Islands collections

IFMIS Process

Approve Revenue Voucher at
the Line Ministry level

Prepare Revenue Voucher

Review Revenue Voucher

V. ADJUSTMENTS, GENERAL LEDGER, AND ACCOUNTS

Recording of
Adjustments/ non -
cash or credit
transactions

Recording of
Request for
Advances/ Imprest

Prepare Journal Voucher

Review Journal Voucher

Prepare Accountable Advance

Authorize Accountable
Advance at the Ministry Level

VI. BUDGET REALIGNMENTS AND TRANSFERS

Request for
Budget Internal
Transfers

Request for
Virements

Record
Department
Warrants

Prepare Budget Voucher

Approve Budget Voucher by
Line Ministry

Prepare Budget Voucher

Approve Budget Voucher by
Line Ministry

Prepare Department Warrants

Approve Department Warrants

VII FIXED ASSET MANAGEMENT

Process
Procurement
Requisition Form

FreeBalance Confidential
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(PR)
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Approve PR
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GoK User Role

Accountant General/
Directors/ Secretaries

Island Treasurers

Island Treasurers

Accounts Officers
/Accountants/ Senior
Accountants

DeputyAs/ Accou

Directors/ Secretaries

Accounts Officers
/Accountants/ Senior
Accountants

DeputyAs/ Accou

Directors/Secretary

Accountants/Senior
Accountants

Secretaries

Senior Accountants/Division
Directors

Secretaries

Accounts Section

Accounts Section

Personnel from respective
Line Ministries (LMs)

Accountants/Senior
Accountants of Respective
LMs

HOD of Respective Divisions

System Function

Revenue Voucher

Revenue Voucher

Revenue Voucher

Journal Voucher

Journal Voucher

Accountable
Advance

Accountable
Advance

Warrants,
Virements &
Supplements
Voucher

Warrants,
Virements &
Supplements
Voucher

Warrants,
Virements &
Supplements
Voucher

Purchase
Requisition

Purchase

Requisition

Purchase
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Business Process

Process Local
Purchase Order

Process Delivered
Goods/Services
Acceptance and
Inspections

Invoicing

Asset Registration

Asset Transaction
Z Work in Progress
managed by GOK

Custody
Assignment

FreeBalance Confidential

IFMIS Process

Create Purchase Order

Review Purchase Order

Approve PO

Accept delivered goods and
Create Goods/Service Receive
Note

Inspect/Approve
Goods/Service Receive Note

Prepare Payment Voucher

Authorize PV by Line Ministry

Create Asset Item

Review Asset item

Approve Al

Posted in Asset Register

Create Asset Transaction

Review Asset Transaction

Approve Asset Transaction

Create Custody Assignment

Review Custody Assignment

Approve Custody Assignment

GoK User Role

Account Officers/ Accountants
/ Senior Accountants

Accountants / Senior
Accountants

Secretary,
Accountant General

Assigned Personnel from
respective Line Ministries
(LMS)v

HOD of Respective Divisions

Accountants / Senior
Accountants

Secretary,
Accountant General

Assigned Personnel from
respective Line Ministries
(LMs)

Accountants / Senior
Accountants

SROs and HODs
Internal Audit

Assigned Personnel from
respective Line Ministries
(LMs),

Accountants / Senior
Accountants

SROs andHODs

Assigned Personnel from
respective Line Ministries
(LMs)

Accountants / Senior
Accountants

SROs and HODs

Depu

Depu

System Function

Requisition

Purchase Order

Review PO

Approve PO

Goods/Services
Receive Note

Approve GSRN

Payment Voucher

Payment Voucher

Asset Item created

Review Al

Approve Al

Asset posted

Create AT

Review AT

Posted in Work in
Progress Item

Create CA

Review CA

Approve CA
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13. Asset Transfer

14. Disposal of Asset
Fixed Asset

15. Revaluation/Deval
uation

Asset Maintenance

16.
6 of Registered Item

Fixed Asset with

17.
Insurance
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IFMIS Process

Prepare Asset Transfer

Authorize Asset Transfer

Prepare Asset Transactions to
disposal (Sale/Retirement)

Review disposal
(sale/retirement)

Approve disposal

Post in Asset Registry

Prepare Asset Transaction
(Revaluation/Devaluation)

Review Asset Transaction
(Revaluation/Devaluation)

Approve Asset Transaction

Prepare Asset Maintenance
policy

Approve policy

Create Maintenance Schedule

Approved schedule

Prepare Asset insurance policy

Approve insurance policy

Create insurance claim

GoK User Role

Accountants / Senior
Accountants

SROs and HODs

Assigned Personnel from
respective Line Ministries
(LMs)

Accountants / Senior
Accountants

SROs and HODs

Internal Audit

Assigned Personnel from
respective Line Ministries
(LMs)

Accountants / Senior
Accountants

SROs and HODs

Assigned Personnel from
respective Line Ministries
(LMs)

SROs and HODs

Assigned Personnel from
respective Line Ministries
(LMs)

SROs and HODs

Assigned Personnel from
respective Line Ministries
(LMs)

SROs and HODs

Assigned Personnel from
respective Line Ministries
(LMs)

System Function

Create Asset
Transfer

Approve Asset
Transfer

Prepare Asset
Transaction

Review disposal

Approve disposal

Post in Asset
registry

Prepare Asset
Transaction

Review
Transaction

Approve
Transaction

Create
Maintenance

policy

Approve
Maintenance
Policy

Create
Maintenance
Schedule

Approve

maintenance
schedule

Create Insurance
policy

Approve
insurance policy

Create insurance
claim
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# Business Process IFMIS Process GoK User Role System Function

Approve claim z
prepare revenue
voucher

Accountants / Senior

Report insurance claim
P Accountants

The Purchasing Management module manages all the processes involved in the utilization of budgets.

The creation of a Purchase Request (PR) or Commitment initiates the process. The PR/ Commitment is

not saved unless there is an available budget and/ or Warr  ant. Once PR/ Commitment is approved, the
commitment is automatically created of a Purchase Order (PO). The approval of PO will automatically
create Commitment and close the corresponding PR. The system will validate the amount of

Commitment not exceeding PR amount. It will be validated by the system in terms of available Warrant.
The approved PRs will proceed to the procurement process, using the MFED procurement process

outside IFMIS. Once procurement is done and the vendor/supplier is determined, the tr ansaction, it will
be recorded in IFMIS through the creation

Accounts: Accounts: Record
Prepare Purchase i
Items received

Order
|

Prepare
Purchase
Requisition

1

Commitment

Commitment

G
o
K B
Accounts: SAs/Acctnts: Suppliers Accounts: Inspect
Endorse PR P Review PO Items received
R T
NP o] |
\ = N
HODs: Approve | u SROs: Approve | | po™
PR : PO " Report
M
E
N
T

Payments
& Accounts

Payable
Budget
Control

3.1 Pre-requisites in recording of Line Ministry Expenses

Based on purchasing plans and necessary purchase of goods or services, users must first Purchase
Requisition.
To prepare the Purchase Requisition, follow these steps.

BEFORE YOU beginpreparation of PR, check the following:
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1. Does the account code (coding block) under which you want to raise the PR, has available
Budget? For the correct account code (coding block) refer to the Chart of Accounts (COA) file
already provided to you.

2. If Budget is not available, raise a request over mail for Budget Transfer with your Senior
Accountant (Accountant in case of few Ministries). Refer to Section of this manual for the
process for Budget Transfer.

3. Do the vendors from whom you have received quotations available in IFMIS? If not, add the
vendors.

3.1.1 Check if Budget is available.

3.1.1.1 Check if Budget is Available through report

To see the Warrants and Allocations Available for the Division, users may use the  Financial Budget
Overview report as a reference. This is generated from the system. Once downloaded, users must now
make sure that this report is saved for future references.

To generate the report, follow these steps:
Step 1. Navigate Menu > Budgeting and Appropriations > Reports > Financial Budget Overview Report

& Budgeting & Appropriations > Reports

Budget Update Transfer Voucher Report

Step 2. To generate available Allocations for specific department, sorted per Funding Source, Project,
Location and National Economic Code, use the following report filter criteria:

Fiscal Year: Budget Year (Currently, 2023)
Budget Control Type: Allotment

Overview Report
PDF EXCEL X1SX RTF DOCX 0DT oDsS

= Fiscal Year FY 2023 -

= Budget Control Type ALLOTMENT -

Comment
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Step 3. From the Hierarchical Rollups COA Elements section, click the Dropdown from the Coding
Block Filter Type field and select Hierarchical Coding Block Elements. Set all applicable segments
as indicated below.  To add the filters, do the following

0 Organization/Subhead: Add the codes for the Ministry in the Element from and to.

0 Fund/Funding Agency: If the report is for Recurrent Budget, then add the 1101 - Conso Fund, but
if it is for Development Budget add the from number as 3101 and the To element as 3299

0 Project/Projects: Leave blank filter by project is not needed, otherwise enter the project code

0 Location/Region: Leave blank if not needed.

0 Economic Classification/NAC: Leave blank if not needed.

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 - SUB_HEAD - SUB_HEAD - u 1701 1710 I

FUND A FUNDA - FUNDING AGENCY - \_\ 1101 1101

PROJECT ~ | PROJECT - PROJECTS - U

LOCATION - REGION - REGION - U

ECONOMIC CLASSIFICATIO  ~ NAC - NATURAL ACCOUNT CODI | U

Step 4. Click the xlIsx button to generate the report.

Overview Report

# > Budgeting & Appropriations > Reports

Hierarchy Rollups COA Elements

Coding Block Filter Type

Hierarchical Coding Block Elements -
Segment Concept Group Is Hide From Element Filter To Element Filter
Element
From
And To
Filter
ORGANIZATION - SUB_HEAD - SUB_HEAD A d |J 1701 1710
FUND - FUNDA - FUNDING AGENCY - |—‘ 1101 1101
PROJECT ~ || PROJECT - PROJECTS - U
LOCATION - REGION - REGION - |—‘
ECONOMIC CLASSIFICATIO - NAC - NATURAL ACCOUNT CODI | ~ U

Step 5. Click the (i) and click the Internal Message
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) Repuplic or
Overview Report

Internal Messages

PDF EXCEL XLSX RIF DOCX opT ons
‘ou have 655 New Messages.

8 > Budgeting & Appropriations >

Hierarchy Rollups COA Elements
o [+ DEENLLET
Coding Block Filter Ty
oding Block FIlter 1¥Pe | yiararchical Coding Block Elements -
Segment Concept Group Is Hide From Element Filter To Element Filter Session Details
Q Element
From User: ttabera.
5 And To .
: Filter Last login:
O 3/11/2023 13:36:47
(ORGANIZATION ~ || SUB_HEAD - SUB_HEAD < 1701 1710 Language: English,

Step 6. Click the linked ID of the notification for the generated report.

Internal Message

Select Status From 1D Subject

I:I ® Tiraka Tabera Report Server Notification - Financial Budget Overview Report

Step 7. Go to the file and click the link to download.
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Internal Message

Subject Report Server Notification - Financial Budget Overview Report
Body Report Financial Budget Overview Report With Report Server ID: ID:WIN-
AVHO2F8TMOV-58990-1698405304863-5:14:1:1:1 it is Ready P
Send Email :]
Requires Action :]
Receive Read Notice [ |
Receive Action Notice :]
Posting Date 3/11/2023 14:14:19
Reading Date
Due Date
Action Date
Attachments
Attachment Information File Name (Click to Download)
Title:Financial Budget Financial Budget Overview Report-1D:WIN-
Overview Report AVHO2F8TMOV-58990-1698405304863-
- 5:14:1:1:1.XLSX
AT

Step 8. Refer to the report generated. The highlighted cells are converted into the coding block. The line

means.
0 Caoding block: 1701/1101/00000/9 1/221311/011
0 Original Budget: This is the original amount from the Accounting Warrant
0 Current Budget: This is the revised Amount after virements and transfers.
0 Payment Voucher Amount: All PVs and actuals
0 Commitment/Purchase Order: These are charged from approved POs and Commitments
0 Commitment/Purchase Requisition: These are charged from approved PRs.
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Coding Block Original Budget Current Budget Curr”;‘:fe(;‘r‘i;i"al NA ";:L‘:;"‘Iz:: (Pu‘;('\l::::j ;)I;der / ;(::Jg:::) Available Balance |
s guaw o ey mmoxcrss | . R I ‘ A PR
1701 Administrati 1,236,176.01 1,261,176.04 25,000.00 - 33,561.56 33,807.31 1,274.62 1,192,532.55
1101 Government of Kiribati 1,236,176.04 1,261,176.04| 25,000.00 - 33,561.56 33,807.31 1,274.62 1,192,532.55
00000 Not Defined 1,236,176.04 1,261,176.04 25,000.00 B 33,561.56 33,807.31 1,274.62 1,192,532.55
1 Gilbert Islands (Tarawa) - - - - (11.00) - - 11.00
111110 Personal Income Tax (PAYE) - - - - (11.00) - - 11.00
9 National 1,236,176.04 1,261,176.04 25,000.00 - 33,572.56 33,807.31 1,274.62 1,192,521.55
111211 Company Tax B B B (16.09) B B 16.00
211111 Salarles 303,808.40 303,808.40 - - - - - 303,808.40
211113 Housing Assistance 11,328.00 11,328.00 - - - 1,302.00 - 10,026.00
211114 Allowances 28,508.70 28,508.70 - - - - - 28,508.70
211115 Overtime 23,407.36 23,407.36 - - - - - 23,407.36
211116 Temporary Asslstance 14,880.00 14,880.00 - E - - B 14,880.00
211117 Leave Grants 72,000.00 72,000.00 1701/110(1/00000/01/221311- B - 72,000.00
212111 KPF Contributions 23,901.63 23,901.63 - - - - 23,901.63
221111 Consultancy Services- Local 77,242.79 67,242.79 (10,000.00) E 7,784.49 4,334.38 - 55,123.92
221311 Cleaning Services 15,169.60 8,169.60 (7,000.00) - 1,323.00 792.00 = 6,054.60
221411 Recruitment- Advertisement Cost 12,390.00 12,390.00 - g 542.25 43.50 42,50 11,761.75

222111 Repairs and Maintenance- Office Buil - - 200.00 - - (200.00)| o

3.1.1.2 Check if Budget is Available through the Budget Control

For individual Coding Blocks, the user can check directly in the Budget Control. Details of the
Commitment, PR, PO, PV Numbers are also available.

Step 1. Navigate the Menu > Budgeting and Appropriations > Budget Control

/‘* Budgeting & Appropriatio

Warrants, Supplements & Virement Voucher

Commitment

CJ Reports

Step 2. Provide the Filter data as follows.

Budget Control

[ Search Mode ]

Budget Control Type ALLOTMENT - .
Fiscal Year FY 2024 - ‘

Workflow Status

If the Coding Block is known, enter the codes in the  Coding Block field.
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Budget Control Type ALLOTMENT v

Fiscal Year FY 2024 .

Budget Office

Workflow Status

Allow To Exceed

Coding Block ‘_
oding Bloc 1801/1101/00000/9/229112
4

Step 3. Click the Find button.

Budget Control

[ Search Mode ]

Budget Cantrol Type ALLOTMENT - h
Fiscal Year Fy 2024 . P

Budget Office 1801 P

Workflow Status

Step 4. Hover the cursor to display the descriptions of the Codes. Click to select the coding block to
check.

Budget Fiscal Year Budget Office Coding Block Workflow Status Workflow Process Status
Control

Type

ALLOTMENT 2024 1801 1801/1101/00000/9/228112 Approved Approved
ALLOTMENT 2024 1801 1801/1101/00000/9/229911 Approved Approved
ALLOTMENT 2024 1801 1801/2101/00000/9/228112 Approved Approved
ALLOTMENT 2024 1801 1801/1101/00000/9/229313 Approved Approved
ALLOTMENT 2024 1801 1801/1101/00000/9/229811 Approved Approved
ALLOTMENT 2024 1801 1801/1101/00000/9/226111 Approved Approved
ALLOTMENT 2024 1801 1801/1101/00000/9/221113 Approved Approved
ALLOTMENT 2024 1801 1801/1101/00000/9/211111 Approved Approved
ALLOTMENT 2024 1801 1801/1101/00000/9/227112 Approved Approved
ALLOTMENT 2024 1801 1801/1101/00000/9/227211 Approved Approved
ALLOTMENT 2024 1801 1801/1101/00000/9/229112 Approved Approved
ALLOTMENT 2024 1801 1801/1101/00000/9/2214 51U HEAD - Administration Approved
ALLOTMENT 2024 1801 1801/1101/00000/9/223 FUNbING AGENCY - Government of Kiribati Approved
ALLOTMENT 2024 1801 1801/1101/00000/9/221 E{ESIJ(SET!—SN;;;Z\GMM Approved
ALLOTMENT 2024 1801 1801/1101/00000/9/2221 NATURAL ACCOUNT CODE - Local Stationery and Supplies | Approved

Step 5. The following details are displayed.

1. Coading Block: This is the budget coding block of the transactions. The transaction coding block
for this is 1801/1101/00000/9 1/229112/109
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2. Original Amount : Displays the amount that is generated from the Budget Planning. Or this is the
equivalent amount of the Budget in the Budget Book for Recurrent Budget. It is the original
amount pledge from Donors or Opening Balances if it is Development Budget.

3. Transfers Amount : This is the sum of all transfers made, this is DW if it is Recurrent Budget, and
all warrants if it is Development Budget

4. Updates Amount : These are all the amounts added. It is Statutory Budget or Supplementary
budget

5. Current Amount : This the equivalent of Revised Budget.

6. Payment Vouchers : This is the sum of all posted vouchers. This is posted from Payment Voucher
and/or Journal Voucher if it is Expense Accounts. This is posted from Revenue Voucher and/or
Journal Voucher if it is Revenue Accounts.

7. Commitments (Purchase Requisition): This is the sum of all Purchase requisitions approved. The
other screen is Commitments (Purchase Order/Manual) This is the sum of all Commitments
made and all Purchase Orders approved.

8. Available Balance: This is the current and real time available budget balance.

9. Paid Amount: This is the sum of all vouchers paid.

* Budget Control Type ALLOTMENT
* Fiscal Year FY 2024
1801 ® &

= Workflow Status Approved
Workflow Process Status Approved
* Allow To Exceed No -

Coding Block @ 1801/1101/00000/9/229112 7]

P

= Currency AUD
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Original Amount AUD s o0 e)
3, .
Original Amount (Foreign)

Transfers Amount AUD -4,210.00 9)
Updates Amount AUD 0.00 @

Current Amount AUD 9,765.00 o)
Allocated AUD 0.00
Unallocated Amount AUD 9,765.00

Payment Vouchers AUD 2,193.25 o)

Commitments (Purchase order / Manual) AUD 0.00

Commitments (Purchase Requisition) AUD 2.611.00 o)

Available Balance AUD 4,959.85 e)

Paid Amount AUD 4,386.50 0)

Step 6. Click the Details button beside the amount to drill down the origin of the amount.

Original Amount AUD 13,975.00

Original Amount (Foreign)

Step 7. For the Original Amount, the source is the Budget Planning. This is the amount that is available
for the Line Ministries Divisions for from the Budget Book.

Budget Control Update Voucher

Update Item No. Fiscal Period Description Currency Credit
Voucher
No.

WSWV- JANUARY Initial Budget Plan from Budget 13,975.00
24-17- Planning
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Table 18(b): HEAD 18 - MINISTRY OF WOMEN, YOUTH, SPORTS AND SOCIAL AFFAIRS BUDGET — 2024 cont’d

o 2023 2024 Budget vs ) Social —_—
Code Description 2023 Budget Revised 2024 Budget 2023 Revised (§) Admin Sport Welfare Youth Women NGO Disability
01 02 03 04 05 06 07|
227211 |Local Airfares/ Shipfares 84,541 84,541 29,948 (54,593)| 7,676 1,864 5,880 8,596 3,888 2,044
227212 |Travel Allowance 2,000 2,000 2,000
227213 (Int. Travel- Misc Incidental 12,518 12,518 2,000 2,240 3,568 2,250 1,170 1,290
227311 |External Travel- Per Diem 155,202 155,202 62,102 (93,100) 36,261 4,944 10,851 4,740 1,808 3,500
227312 |External Travel- Airfare 78,164 78,164 46,000 4,525 14,289 2,300 4,000 7,050
227313 |External Travel- Taxi Hire 7.100 7,100 6,990 10
227314 |Ext Travel- Misc Incidental 1,600 1,600 1,300 300
228112 |Local Per Diems 26,888 26,888 7.350 4.410 5,888 6,300 2,940
228211 |Local Training- Catering 29,810 29,810 43,475 13,665 200 9,275 16,650 1,350 16,000
228213 |Local Training- Reimbursement 6,980 6,980 1,500 (5,480) 1,500
228214 |Local Training- Fees to presenters 3,100 3,100 800 1,500 800
228215 |Local Training- Hire of venue 11,850 11,850 4,200 1,650 3,000 3,000
228299 |Local Training- (Others) 14,768 14,768 3,000 4,310 4,800 2,658
228311 |Overseas Training- Fees 2,000 2,000 (2,000)
229111 |Local Printing 5,600 5,600 1,600 (4,000)
229112 |Local Stationery and Supplies 26,549 26,549 27,028 479 3,475 2,000 600 1476 1,030
229311 |Electricity and Gas 72,120 72,120 72,120
229313 [Sewerage 1,200 1,200
Office Equip, Furniture and Software-

229811 |Local 22,335 22,335 3,014 1,700 2,500 5,560 3,000

229899 |Sundry Purchases (Local) 7,000 7,000 7,000
Office Equip, Furniture and Software-
229911 |Overseas 15,895 15,895 16,415 520

Step 8. Drill down the Transfers Amount details to check the DWs posted.

Original Amount AUD

Original Amount (Foreign)
Transfers Amount AUD

Updates Amount AUD I

Step 9. The list of the Updates or DWs is listed.

Budget Control (=T

Budget Control Update Voucher

Update Item No. Fiscal Period Description Currency Debit Credit
Voucher

No.

WSW- 1 MARCH Top up budget for HM outstanding AUD 0.00 4,210.00
24-18- 2023 imprest #1448/23 (Miami 11

0126 21 september 2023)

Step 10. Click the Details button to check the source Vouchers of the Actuals.

Payment Vouchers AUD

Commitments (Purchase order / Manual) AUD o

Step 11. The list of PVs are displayed.
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Budget Control

Journal Voucher

Journal Ttem Fiscal Period Description Currency Debit Credit Voucher Source Source Document
Voucher No. Number

V- 2 MARCH Photocopier toner AUD 398.00 0.00 Ppayment Voucher PV-24-18-0173

V- 4 MARCH Photocopier toner AUD 578.00 0.00 Payment Voucher PV-24-18-0173

V- 6 MARCH Photocopier toner AUD 169.00 0.00 payment Voucher PV-24-18-0173

Step 12. Click the Details button of the Commitments/PR to check the source transaction.

Commitments (Purchase order / Manual) AUD

Commitments (Purchase Requisition) AUD

Step 13. The list of PRs are displayed.

Budget Control iiii |I|ii"|ii I

Commitment Item No. Fiscal Period Description Currency Balance Amount YTD Actual Obligated Requisition No.
No.

COMM-24-18- 1 APRIL purchasing AUD 2,611.90 2,611.90 0.00 0.00 PR-24-18-0152
0172

admin

Step 14. Click the Paid Amount details button to check the PV source.

Paid Amount AUD

Tc Activa m

Step 15. The list of PVs are displayed.
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Budget Control .

Journal Voucher

Voucher Voucher Item Fiscal Period Description Debit Amount DC Credit Amount DC Voucher Source
Number Number

PV-24- 1 MAR Photocopier toner 398.00 Payment Voucher
18-0173

Pv-24- O MAR Photocopier toner 578.00 Payment Voucher
18-0173

Pv-24- 3 MAR Photocopier toner 169.00 Payment Voucher
18-0173

PV-24- 4 MAR Photocopier toner - 525.00 Payment Voucher
18-0173

PV-24- 5 MAR additional payments to settle an 208.75 Payment Voucher
18-0173 underpayment of $208.75

PV-24- 3 APR Reimbursement for official 314.50 Payment Voucher
18-0268 expenses as per details

attached

Step 16. The most important detail that this  screen is to provide what is the available balance of the
budget.

Payment Vouchers AUD
Commitments (Purchase order / Manual) AUD

Commitments (Purchase Requisition) AUD 2 611.90

Available Balance AUD

Paid Amount AUD

3.1.2 Check the Vendor details

NOTE: For creating a vendor or updating an existing one, please make sure that the following
ftems are considered.

1. The Payment Method is properly assigned
a. BOOK TRF Book Transfer: Assign this for Local Vendors
b. CBFTPAY- Cross Border Fund Transfer : Assign this to Foreign Vendors
The Bank Account has the correct Bank Branch Code, BIC, and IBAN.
The Address is properly saved.
The Bank Account Name DOES NOT contain any special characters
The currency assigned to the Vendor is based on the currency of the Bank Account they are
paid from
a. When Vendor is paid from No. 1, No. 4. And No. 5 Bank Account then the currency is
AUD.
b.  When Vendor is paid from No. 3 Bank Account then the currency is USD.

XN N
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3.1.2.1 Check if Vendors are existing.

This is to ensure smooth flow of transaction recording. Follow these steps to check if Vendor is available
for selection:

Step 1. Navigate the Menu > Admin > Common Entities > Vendors > Vendors

& Admin > Common Entities > Vendors

Vendors

Step 2. From the Vendor screen, type the First Name,
name. Ensure to use * to be placed before and after each word. Example as shown below.

Vendor

[ Search Mode |

Code

Eligibility Status
Name Sk —_—

Short Name

Step 3. Click the Find button.
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Vendor

Code

Eligibility Status

Name .
*Housing*

Step 4. The system will provide the list of Vendors, with names that matches with the filter selection.
Ensure that the Vendor you are looking for is in the list. If not, request enrollment of a new Vendor and
follow the steps described in next section.

Vendor

e Ja]e=

Code Name Short Name

K0050000106A Kiribati Housing Over payment
K0050000108A Kiribati housing_overpmt

3.1.2.2 Create of New Vendor

Step 1. Navigate the Menu > Admin > Common Entities > Vendors > Vendor

‘ Adrmin > Comrmon Entities > Vendors

Step 2. Click the New button.
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Vendor

[ Search Mode ]

Code

Step 3. Enter the Name and Short Name

* Name

Short Mame

Step 4. Click the Lookup on the Vendor Classification Type Click the Lookup on the selection screen
displayed. Then click to select the applicable type.

vendor Classification a1

* Wendor Classification Type

Bank Account ﬂ

Vendor Classification Type

o1 als

[ Search Mode ]
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Vendor Classification Type

N S D ES

[ Selection Mode ]

Application Name

I

1 Wendor

2 Individual

3 Island Council
4 S0Es

3 Unign

Step 5. Click the New button in the Bank Account

* Wendor Classification Type N

Bank Account @

Tenacume Bank Account e

Step 6. Complete the details below and make sure that the Vendor Payment method is for
BOOK TRFz Book Transfer , this is the payment method for Local Vendors
CBFT PAY7 Cross Border Fund Transfer, this is the payment method for  Foreign Vendors
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eJaJelole

* Vendor Type

* Preferred Language

= Country

Currency

Payment Term

* Payment Method

Payment Location

Payment Mode

Vendor - h"

English P
Kiribati - dp—
AUD -

Immediate - ﬁ-‘

BOOK TRF

CBFT PAY

Step 7. Provide details on the Bank, Bank Branch, Currency, Account Number and Account Name.

Vendor

Bank Account

= Financial Institution
I = Branch
= Currency
= Account Number
IBAN
National Transfer Code

= Bank Account Name

018970-ANZ Tarawa, Kiriba | v | -li—

ANZ Kiribati

AUD v

Kokoria Taake

Step 7. Click the Save and Return when the bank details are completed.
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Comments

Intermediary Bank BIC

* Is Active n

* Created On 16/7/2023

Commercial Bank Account Mame

(]

Step 8. To add the Address information, follow procedures defined below.
- Click on the Address tab and click New.

-

= Addre-:-:e:. * Contacts * Vendor Business Types

@

—+ AN

- Select the applicable Address type by clicking on the dropdown list.

Is Main ? ]
Address Type I Unknown L —
| Emergency )
Country Home ‘
Mailing
Permanent
Region Routing Information ‘ B
Temporary
Unknown
Region Name

- Select the Country, again by clicking on the dropdown field.
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Country Kiribati v | —

Guinea -
Region Guinea-Bissau

Guyana

Haiti

Region Mame Holy See

Honduras

Hong Kong

Location Hungary

India .

Indonesia
= Address Iraq ‘

Ireland

Israel

Ttaly

Jamaica |
Japan

Jordan

Kazakhstan

Kenvya

__dm_'r

- Enter the full address of the Vendor from the along with the PO Box.

Zip Code/PO Box

= Address Type Work -

Country Kiribati -

Region Name

Location
A4
= Address Betio, South Tarawa - |
%
Zip Code/PO Box ., - |

- After all the details are indicated, click the Save and Return button to go back to the main screen.
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Is Main ? ]

= Address Type Work -

Country Kiribati -

Region Name
Location

- Address Betio, South Tarawa

Zip Code/PO Box 102

Step 10. Add the Vendor Contact Information.
- Click on the Contact tab and click New.

-

* Addresses * Vendor Business Types

Select Contact Type Contact Value

- Select the applicable Contact type by clicking on the dropdown list.
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Is Main D

= Contact Type

= Contact Location Type Electronic Mail

Fax

Mobile Phone
= Contact Value Pager

Phone

Web Site
Description

- From the Contact Location type field, click on the dropdown list and select applicable location
type.

= Contact Location Type Unknown - -

Emergency
= Contact Value Home

Mailing
Permanent
Description Temporary
Unknown

- Enter the Contact value. If phone or mobile number is the current type selected, then indicate
the Phone Number. If Electronic Mail, then set the email address of the Vendor

Is Main D

~ Contact Type Electronic Mail -

= Contact Location Type Work o

= Contact Value )
tkaoten@moe.gov.ki |

- After all the details are indicated, click the Save and Return button to go back to the main screen.
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Is Main D

= Contact Type Electronic Mail hd

= Contact Location Type Work -

= Contact Value
tkaoten@moe.gov.ki

Description

=

- Do the same process in adding a new Contact information.

Step 11. Select the Business Vendor Type. Click on the Vendor Business Type tab. If the Vendor added is
not an employee, remove the Employee value at the right column and bring it back to the left. If vendor
entered is an Employee. Leave the information as it is.

* Addresses * Contacts * Vendor Business Types Institutions

F.

- ‘ -

Beneficiaries Employees

Others > —

Suppliers =
FY

-

P
Beneficiaries
Others
Suppliers
Employees

- -

To select the proper Vendor type, click on the selected value from the left column and bring it to the
right
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* Addresses * Contacts * Vendor Business Types Institutic

Beneficiaries - -
Others
Employees
& '
Beneficiaries - Suppliers -
Others > _

<

Employees
e
4

Step 12. Before saving, ensure to Attach the scanned Transaction form to support the request made.

- Click on the Attachment tab and click New.

15 TIN NUMDER EXEmpt u

* Addresses * Contacts * Vendor Business Types Institutions Attachments
@A

Select Information Download

»re
e

- Define the Attachment Title and Description
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Application ID

Attachment Classification

Application Language English .
= Titl -
e Vendor Transactional Form
“
Description ) . -
Transaction form for new Vendor- 3 Rise Y -
Truck Hire Services 4
- Attachment [ Choose File | No file chosen
- Click on the Choose file button. This wild/l open the

on the scanned file required to be attached.

m @ Open

| < > « Free.. » KIRIBATI v G
Application ID
Organize ~ New folder
~
Attachment Classification v Quick access Name
@l Desktop » Issue Tracker-IFMIS Kiribati_08012023
Application Language .
English 5
K i Downloads & Language Catalogue Changes
T = Documents & .
Title Vendor Transactional F : MOE Supplier list (1)
P Pictures »
Description ApplicationUser Notes
Transaction form for n¢
Truck Hire Services Issue Logs Project Plan - Kiribati (Aug 2023)
S KIRIBATI ~
‘ o file chosen [ﬁ Transactional Form- 3 Rise Truck Hire
= Attachment N el
1 Date Time . UNSPSC all segments
I > I This PC
| Date = - - P ][

- After all the details are indicated, click the Save and Return button to go back to the main screen.
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Application ID

Artachment Classification -

Application Language English M

= Title Vendor Transactional Form P

Description Transaction form for new Vendor- 3 Rise =
Truck Hire Services <

- Arechiment Transaction . ruck Hire pdf

y Date Time
Date
User

=

- Do the same process if required to attach more than one file

Step 13. Click the Save button from the Vendor main screen, once done. The system will provide the
saved Vendor ID Number. Click OK, and take note of the ID provided for your reference.

Vendor

N N =R

[ Insert Mode ]

Republic

Business 1D

Employee

Is TIN Number Exempt [j

* Addresses * Contacts * Vendor Business Types Institutions Attachments
“

Select Information Download

Title:Vendor Transactional Form Transactional Form- 3 Rise Truck Hire.pdf
By:
Eritabeta
M o
TEKANU

Size: 36.7
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al |l May W Cenada [ Kirbai | ™

Step 12. Navigate to the Transition field of the screen and select the  For Approval depends on the

Vendor Business type, select if Vendor is a Companies or Employee, then click the Transition =l
button.

Vendor

KN KW =N K°8

Code

60

Eligibility Status

Eligible -
Workflow Process Status - N
Created v
Trapsiton ﬁ
b &

* Name For Approval (Companies)
For Approval (Employees/Individuals

Transition For Approval (Companies) -

Step 13. From the Transition screen, click Finish. This will then be sent to the appropriate approvers:
MFED Central Procurement Unit, if Companies; or the MFED Payroll Section, if Employee or Individual.
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Transition

Application Language o .

Step Note

“

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

(= ] <]

3.1.2.3 How to change Vendor Bank Account

Step 1. Navigate the Menu > Admin > Common Entities > Vendor > Vendors. Search for the Vendor to
edit. And click on the + on the Bank Account.

Vendor

N
o] a <
= Vendor Classification Type E

Bank Account

Treasury Bank Account

Step 2. Add the details below then click the update and return button.
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Vendor

Bank Account

I = Financial Institution ANZ Kiribati ‘—'_

* Branch 018970-ANZ Tarawa, Kiriba = v = <Sii—
= Currency AUD v

= Account Number 252287 -'_
IBAN

National Transfer Code

= Bank Account Name Kokoria Taake ‘

Account Type
= Type Of Bank Account Saving .
Routing Information

Comments

Intermediary Bank BIC/Swift Number

= Is Active

= Created On

Commercial Bank Account Name

ES kB

ent Location ( ]

Step 3. Go to the attachment tab to add the bank details of the vendor
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Vendor

ojajsjols

[ Update/Delete Mode ]

Business ID

Employee

Is TIN Number Exempt D

* Contacts * \endor Business Types Institutions Attachments
“

Select Address

Step 4. Click the New button

Vendor

ojajsjols

[ Update/Delete Mode ]

Customer

Business ID

Is TIN Number Exempt [j

* Addresses * Contacts * Vendor Business Types Institutions Attachments

Select Information Download

Step 5. Provide the details as necessary then click the Save and Return button.
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Vendor

Application 1D

Attachment Classification

Application L
pplication Language English -

= Title Invoice with Bank Details ‘-—‘

Description

Choose File | Invoice.pdf h

= Attachment

Date Time

Date

User

Step 6. Click on the Update button.
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Vendor

| o ] Q [©]
[ Update/Delete Mode ]

Is TIN Number Exempt [j

* Addresses * Contacts * Vendor Business Types Institutions Attachments
T

boe
-

Select Information Download
Title:Invoice with Bank Details Invoice.pdf
By: Size: 27.4
Tiraka on: 241172024
Tabera

Step 7. Click Ok on the message displayed.

Vendor apac.freebalance.com says

n m - E These changes will create a change request. Do you wish to continue ?

[ Update/Delete Mode ]

Cancel

Is TIN Number Exempt D

Step 8. After this, the Update button in the Vendor is no longer available. This ONLY becomes available
when the Change Request associated to it is approved.
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Vendor

ojajejojuwvlof <

[ update/Delete Mode ]

Business ID

Employee

Is TIN Number Exempt [j

* Contacts * \endor Business Types Institutions Attachments
“

Select Address

KIRIBATI

Step 9. Click on the Change Request button to see the status of approval of the Changes made.

Vendor

[ Update/Delete Mode ]

Code 2007087

Step 10. The screen 3Change Requestj wil/l be opened. Tl
Vendor is created. Click on the Workflow History to see the users. With this, a follow up can be made to
the assigned Users.
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Change Request

e jajles

[ Update/Delete Mode ]

= Application ID

]

969

= Workflow Status

Workflow Process Status

= Domain 1D -

Restricted Properties Only [ ]

= Last Operation Sequence

Change Request Type

4]
[¥3]

Restriction Context

Step 11. The list of the Users assigned are displayed. The follow up can be made to these users.

Change Request

Workflow History

Current Stage sproval Requested
Filter On Execution Step Type -
Execution Date Description Transition Type From Stage To Stage Workflow User Step Not
Execution Step
Type
23/1/2024 Request for Approval Manual Approval Requested Completed bmarea
12:35:03
23/1/2024 Reject Manual Approval Requested Rejected Assigned btamueru
12:35:03
23/1/2024 Reject Manual Approval Requested Rejected Assigned eturaki
12:35:03
23/1/2024 Reject Manual Approval Requested Rejected Assigned tneemia
12:35:03
23/1/2024 Review Manual Approval Requested Reviewed Assigned btamueru
12:35:03
i 23/1/2024 Review Manual Approval Requested Reviewed Assigned eturaki
12:35:03
23/1/2024 Review Manual Approval Requested Reviewed Assigned tneemia
12:35:03
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3.1.2.4 How to check if Vendor changes are if approved.

Step 1. To check if the changes made in the vendor is now approved, navigate the Vendor again and go
to the field bank account. If the Bank Account Number is already displayed, then the changes made is
already approved.

Vendor

ojajsjo]=zyg o j <

[ Update/Delete Mode ]

Vendor Classification

* Vendor Classification Type

Bank Account

252287

Treasury Bank Account

Step 2. When the changes made are approved, the Vendor Bank Account is now displayed in the
Payment Voucher

Payment Voucher

=

Name Toatu AMATIA

= Bank Account 1139022 /

Branch ANZ Kiribati

Bank ANZ Kiribati

3.1.2.5 How to create new Financial Institution

Step 1. Navigate the Menu > Admin > Common Entities > Banking Information>Financial Institutions. And
click on the New button.
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Financial Institution

[ Search Mode ] # > Admin > Common Entitie

Application ID

Swift Code

Vendor

Step 2. Add the application ID and Bank Swift Code. (For the Application ID, take the last four characters
from the bank swift code)

o jalsolol < B

[ Insert Mode ] # > Admin > Common Entities > Banking Information »

*= Application ID i
@ -1

Swift Code .
-2

Step 3. Add the vendor and the Bank Name.
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Financial Institution Type

Vendor 4998 @

Bank Account

Bank Account Foreign

Name ANZ Bank New Zealand Limited @) 4

Step 4. Go to Address Tab and click on the Add button below to add the Bank Address.

‘ * Addresses * Financial Institution Branch

: :
EDEE

Select Address

Step 5. Enter the Bank Address and click the update button below to save.
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| Is Main ? I:I
= Address Type

Unknown -

Country
Region Name

Location

= Address )
Floor 10, 170-186 Featherstone Street, Wellington,

Mew Zealand |

Zip Code/PO Box

(= ) <

Step 6. Go to the Financial Institution Branch Tab and click on  the add button below.

* Addresses * Financial Institution Branch .

GEEE R R

Select Code Addresses MName

Step 6. Enter Bank code, Address Name and click update to save.
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Financial Institution Branch

o Gae
Is Active

= Address ‘ . ’

o € ANZ Bank New Zeland Limited >

B h Locati v :
R < Outside Country > v

3.1.2.6 How to update the Financial Institution Branch.

Currently, certain bank branches are not available under the current bank institution on IFMIS.
Therefore, if there's a need to include another bank branch to facilitate vendor payments, users now
have the capability to add a new branch within the existing bank institution.

Step 1. Navigate the Menu > Admin > Common Entities > Banking Information>Financial Institutions. And
click on the Find.

Financial Institution Republic of Kiribati !' ‘
| — e
e Ja]=1lma =

\._ﬂ./’

[ Search Mode ] +# > Admin > Common Entities > Banking Information »> Financial Institutions

Application ID

Swift Code

Step 2. Select the Bank Institution that you want to add new branch under it and open.
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SEBSS
S5GMDB

[ Selection Mode ]

Financial Institution

4 > Admin > Common E

Standard Chartered Bank UAE

SEB (Skandinaviska Enskilda Banken)- Sweden
SOCIETE GENERALE MAROCAINE DE BANQUES

5GTO
SKBX

SOCIETE GENERALE TANGER OFFSHORE

CSOB, a.s., Lehockeho 3, 815 63, Bratislava

Slovakia

Société Générale- France

Territorial Bank of American Samoa (TBAS Bank)

ID Bank

TRAVELEX FINAMNCIAL SERVICES NZ LIMITED

WESTPACAU

TSB BANK LIMITED

Cathay United Bank

UNION BANK OF SWITZERLAND
UBS SA

UNION MAROGCAINE DE BANQUES
EMO Bank N.A

WESTPAC BANKING CORPORATION

Westpac Banking Corporation (Fiji)

WESTPAC BANK - PNG - LIMITED

WESTPAC BANKING CORPORATION- AUSTRALIA

4998

4998

Republic of Kiribati l I
———

el

es > Banking Information > Fir

[

S

po—

Addresses

Select C l

Step 4. Enter the Bank Branch Address details and click on the update button below.

2!

Addresses

Name

'

[
FreeBalance

Location

= Address

Zip Code/PO Box

1 Thomson St, Suva, Fijil

Step 5. Go click on the save button below.
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3.2 Processes relating to Requisition of Items

Purchase Requisition is initiated by the Line Ministry Divisions in requesting for their supplies and
services needs. The processes followed are the following

1. The Line Ministry divisions enter Purchase Requisitions based on their needs. Each Divisions
have a designated IFMIS user to enter the transactions.

2. The PR is then transitioned to the Accounts Division for endorsement. The Accounts Division
endorsed based on

a. Suggested Vendor: That the suggested vendors provided is at least 3 with attached
guotations. The preferred vendor is based on the ranking placed by the Ministry Division.

b. Budget Allocation: That the expenditure code where the PR is charged is valid and correct
and the fund is enough to cover the expenditure.

3. The PR is endorsed from the Accounts Division to the Head of the Division (HOD). The HOD is
responsible for the use of the budget allocation, based on this, he checks the Budget Report and
the charging to the Division and Allocation code is  correct. The PR is approved based on the
availability of the budget allocation to the division. Approving the PR means that the Budget,
Vendors, supporting documents are verified correct.
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PROCESSES FOR PURCHASE REQUISITION

Line Ministry Suppliers |
Divisions Quotations
& B ",
r .,
“ Vendor -
. s
_L NO . Exists?
- v
Enroll Vendor
YES

! v
individual: Vendor: y [l’j:;:g’r“; N Aim N
in Payroll A b
Appmve|r_| E LEmE L Purchase Requisition Asset?
Section CPU (PR}/

A o ",
P ",
NO - Budget YES
“Available?
\\///
YES NO
Generate Reports to
check Budget
v
Ajget . N Accounts: »

vailable? YES * EndorsePR | Check Attached
N Catalogue ltem

h

HODs: Approve PR
Accounts:

‘Warmrant/ Budget
Transfers

Accounts:

Process for
Purchase Order

3.2.1 How to record a Purchase Requisition

3.2.1.1 How to prepare a hew PR.

Based on purchasing plans and necessary purchase of goods or services, users must first enter a
Procurement or Purchase Requisition.

To prepare the Purchase Requisition, follow these steps.

Step 1. Navigate the Menu > Purchasing > Purchase Requisitions. Click the Purchase Requisition to open
the screen. by default, at Search Mode
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il Purchasing

Purchase Requisitions
Purchase Orders
Goods/Sarvices Receive Mote

Step 2. Click the New nbutton and provide the mandatory (  *)details.

Purchase Requisition

[ Search Mode ]

Step 3. Procurement Threshold: Click on the Lookup button to go to the Procurement Threshold
screen.

Purchase Requisition

o Jafefw

Status

Open

Preferred Vendor

= Procurement Threshold

e PP I——

Step 4. Click the Find LB button for the displayed screen.
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Procurement Threshold

ojajsj xi

[ Search Mode ]

Application ID

Step 5. Click to select the Threshold from the list based on the amount of the request. You can type the
code directly in the field if known.

Procurement Threshold IFMIS - TRAINING INSTANCE

FreeBalance Application Suite
KN =N " .

(p

[ Selection Mode ] # > Purchasing >

Application Description Abbreviation Minimum Order Amount Maximum Order Amount
D

1 Very Low Procurement Yalue (VLVP) VLvP 1.00 999,00
2 Low Value Procurement (LVP) WP 1,000.00 9,959.00
3 Medium Value Procurement (MVE) MvP 10,000.00 49,9539.00
4 High Value Procurement (HVE] HvP 50,000.00 '99,999,999,999.00

Step 6. Enter the details on the purchase.
+ Description -
pt Request forsupplies for the 3rd Quarter of 2023
o

Step 7. Click the New button under the tab Purchase Requisition Item and provide the details for
the items below.

* Suggested Vendors Attachments
Select Ttem Status  Ttem Quantity Coding Block PO Assigned Unit Price AUD
Number Quantity
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Step 8. Items: Click on the Lookup button to go to the screen then

Purchase Requsition Ttem

Item Mumber

Status

Item

Ttem Nesrrintinn

Step 9. Click the Find LB button, this will display the list to select from.

Catalogue Item

‘oJaf=s] x[oa)

[ Search Mode ]

Application ID

Step 10. Click to select the Item. Once selected, the code of the selected is displayed in the field.

Catalogue Item

o J aj =] <] O

[ Selection Mode ]
' 42183005  Oghthalmic colonmeters

42183006 Ophthalmic distometers

42281705 Medical equipment and instrume

43202215 keyboard or mouse cable
43202216 Printer connection cable

43202222 Computer cable

Step 11. Select the Units of Measure from the dropdown list, and Enter the Unit Price and Quantity
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Item Description Computer cable

+ Unit Of Measure

Pack - -—
+ Unit Price ALUD 12.0000 | ~ip—
* Quantity 1.00000000 | ~i—

Step 12. Coding Block: To select the account details of the transaction, click on the Elements View ﬂ
button. This will display the dropdown list to select the accounts below.

+ Coding Block

+ Description Computer cable

Step 13. Complete the details of the segments. Refer to the COA file that has been shared with you while
filling up the Coding Block.
0 SUB HEAD:Select the Division that needs the PR.
0 FUND AGENCY:Select 1101- GoK if this is 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. For Development
Budget select the appropriate project code.
0 LOCATION: Select from the list. For recurrent budget, the code will always be 91
(National).
0 NAC: Select the appropriate NAC for the PR.
0 COFOG:Select the applicable COFOG from the list.

Step 14. Click the Save and Return button once completed. To add more than one item to
purchase, repeat this process.
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Coding Block

= HEA .. .
SUB_HEAD 1801 - Administration -
FiriEIFT' 1101 - Government of Kiribati_Consolidate
(plm | L
RO1J c,
PROJECTE 00000 - Mot Defined + Prev 1-500 -
HoEATION 91 - National (Country Wide) -
MNATURAL . .
ACCOUNT 229112 - Local Stationery and Supplies -
CODE
e 101 - Sickness and disability -
e . Click the Save and return button on the Purchase Requisition Items.
Step 15. Click the S d ret butt the Purch R tion It
Purchase Requisition Item
I * Quantity 1.00000000

PO Assigned Quantity 0.00000000

Estimated Price AUD 13,

Total Amount AUD -

+ Coding Block 4

* Description Computer cable ‘A

e Requisition Drops

KR

Select Drop  Status Delivery Delivery Quantity PO Assigned PD Assigned A nt AUD Amount FC
Number Date From Date To Quantity Quantity

vy 1 Open 1/3/2023 31/3/2023 1.00000000 0.00000000 0.00000000 12.00 0.00

B : Open
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Step 16. To add the quotations gathered from three (3) suppliers, go to the Suggested Vendor tab, and
click on the New button.

* Purchase Requisition Items * Suggested Vendors Attachments

Preferred Vendor Vendor Name !

Step 17. Click on the Lookup button to go to the Vendor screen then click the Find LB button,

this will display the list of Vendors to select from. Click to select the appropriate Vendor. To search for a

vendor, type the first few characters of the vendor As
characters. Example: if the name of the Vendor is Vodafone Kiribati, type *vod*.  If the account code is

not available, please get in touch with CPU for adding the item(s) required.

Once selected, the code of the selected item is displayed in the field.

Suggested Vendor

+ Preferred Wendor

+ YWendor @

+ Justification

Vendor

N 9 =0 E @)

[ Search Mode ]

Code
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Vendor

KN W =N ES

[ Selection Mode ]
|

13 ARIERA TAUANIBURE

14 ATINIMARAWA COMPANY ATINIMAR
15 KIRIBATT MOTOR COMPANY LTD KMCL

16 BANIAN ATUERU BANIATUE
17 KIRIBATI NURSE ASSOCIATION ENA

18 BARANIKO RUITI BARARUIT

Step 18. Enter 1 for highest rank and enter the justification of the ranking of the vendor.

+ Preferred Vendor 1 l

Vendor Name MOEL TRADING

+ Justification Lowest price ‘
4

Step 19. Once completed, click on the Save and Return button. To add the details from all the
suppliers, repeat this process.

+ Preferred Vendor 1
Vendor Name MOEL TRADING

P
+ Justification Lowest price

s

Step 20. Click the Save button when details are provided.
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Purchase Requisition

KN KN =B S

Created Date
Approved By
Approved Date

* Descnption Request forsupplies for the 3rd Quarter of 2023

* Purchase Requisition Items * Suggested Vendors Attachments
| T
Select Preferred Vendor Vendor Name Suggested Vendor
[ | 1 MOEL TRADING 40

Step 21. To send the PR for endorsement, navigatetothe Tr ansi ti on fi elFdr and sel ect

Endorsement " from the dropdown list then click the Transition Ebutton. Remember next steps will

not get initiated if you do not do the Transition.

Purchase Requisition
K3 kS L0 i

= Workflow Status R
Createa

Workflow Process Status .
Prepared

Transition -_
-

Posting Status Cancel

For Endorsement
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Step 22. Enter the remarks on the step note for the next approver then click the Finish button. If
you want to go back to reviewing the PR before submitting it for endorsement, click on the Discard

button.

Application Language English .

Step Note
4

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

@

Step 23. A message is displayed saying that the workflow transition is executed. The PR screen is also
updated as not editable, and it is now routed to the next approver.

3.2.1.2 How to prepare a new PR for Fixed Asset
Step 1. Navigate the Menu > Purchasing > Purchase Requisitions. Click the Purchase Requisition to open
the screen. Add new and complete required information (fields with red * asterisks).

Note: Same procedure with creating a PR which can be found on page 50 on Section 3.2.1.1 How to
Prepare a new PR

Purchase Requisition

[ search Mode ]

l Requisition Number

Step 2: Click the New button to add the items to purchase.
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* Purchase Requisition Items * Suggested Vendors Attachments
- - "
EDER

Select Ttem Status Item Quantity Coding Block PO Assigned Unit Price AUD
Number Quantity

Step 3: Click the lookup button of theitemsand ensur e t o ti ck ttheeclickonghefind3 s Ass
button for the displayed screen.

Purchase Requisition

Purchase Requisition Ttem

= Item Number
= Status -

[tem

[tem Description

Purchase Requisition

FreeBalance

Catalogue Item

KN S EE BN N

[ Search Mode ]

FreeBalance Application Suite

Category

Item Type

Unit Of Measure

Is Active
Inventory
Is Asset -

Step 4: A catalog item screen will display a list of items categorized as assets.
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FreeBalance

Catalogue Item

Lo J a J = J < J O

[ Insert Mode ]

FreeBalance Application Suite

Application Abbreviation
ID

43211501 Computer servers

43211507 Desktop computers

43211508 Personal computers
43211509 Tablet computers

43211515 Computer workstation
43211521 All in one desktop computer

43211612 Computer accessory kits
43211711 Scanners

43211714 Biometric identification equip

44101501 Photocopiers

Step 5: Complete the required details marked by red asterisks ~ *.

ftem 43211507 B‘_
Item Description Desktop computers
= Unit Of Measure Piece - h
= Unit Price AUD 2,000.0000 -
= Quantity 1.00000000 -
= PO Assigned Quantity 0.00000000
= Estimated Price AUD 2,000.00
Total Amount AUD 2,000.00
= Coding Block 1701/1101/00000/91/22981
1/011 %
= Description Desktop computers

Step 6: Check all information is correct and then click the Save and Return button.
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* purchase Requisition Drops
“

o
o

Select Drop Status Delivery Delivery Quantity PO Assigned PD Assigned Amount AUD
Number Date From Date To Quantity Quantity
1 Open 1/3/2024 31/3/2024 1.00000000 0.00000000 0.00000000 2,000.00

S

Step 7: Complete the Suggested Vendors information  which is well detailed on Section 3.2.1.1 How to
Prepare a New PR on steps 16 to 19.

Step 8: Save the PR and process until fully approved and ready for PO processing.

3.2.1.3 How to Add/delete PR Item

When there are multiple items to request that  belong to the same expenditure account, follow these
steps to process it.

Step 1. Go to the PR Line Item, click add New button.

Attachments
Quantity Coding Block PO Assigned Unit Price AUD
Quantity
ﬂ 1 Open 43202222 2.00000000 1804/1101/00000,/91/229112/101 0.00000000 12.0000

L ] o] <

Step 2. Complete the details by following instructions from Steps 10 to 19 of Section 3.1.1.1 (How to
prepare a new PR for Items ). Click the Save and return button.
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Purchase Requisition Item

* Unit Of Measure

Piece -
= Unit Price AUD 2,0000
* Quantity 5.00000000

PO Assigned Quantity J

Estimated Price AUD

Total Amount AUD

2/ s

101

* Description
P Stationery

Il N =N =R

Select Drop Status Delivery Delivery Quantity PO Assigned PD Assigned Amount AUD Amount FC
Number Date From Date To Quantity Quantity
1 Open 1/3/2023 31/3/2023 5.00000000 0.00000000 0.00000000 10.00 0.00
Step 3. Click the Update button.
1 * purchase Requisition Tbems = Suggested Vendors Attachments
| T
Select Item Status Item Quantity Coding Block PO Assigned Unit Price AUD
Number Quantity

ﬂ 1 QOpen 43202222 2.00000000 1801/1101/00000,/91/225112/101 0.00000000 12.0000
ﬂ QOpen 14111509 5.00000000 1801/ 1101/00000,/91/229112/101 0.00000000 2,0000

EBes =»

3.2.1.4 How to Add Document to PR

To attach the quotation documents from the Suppliers or any documents needed for the PR, follow the
steps below. These attachments will be available to all users to download who has access to the PR

transaction.

Step 1. Go to the Attachment tab and click the New button. Provide the mandatory details.
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* Purchase Requisition Ttems * Suggested Viendors

Download

Step 2. Attachment Classification: Select the applicable classification from the dropdown list.

Information

Application ID
artachment Classification - '
L=
ngu=ge Budget Estimate Supporting Doc
Imprest Warrant
. Title Instructions to Tenderers Doc
PV Supporting Documents L
Supplier's Quotation I B
- Suppliers Invoice I
[ t
eSErpRien Tender Summary Form P
R Mo e chemer

Step3. Title: Enter the title of the document and enter the more detailed note for the document to

attach.

Artachment Classification Supplier's Quatation -

L=
ngu=ge English -

» Title Quatation frem Vendorl ?
o~
Description . B
Quaotation for both the item. ..F
4

Step 3. Attachment: Click on the button to select the file to attach.
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Application ID

Attachment Classification

Language

* Title

Description

* Attachment
Date Time

Date

Supplier's Quotation

English

Quotation from Vendorl

Quatation for both the item.

e' Open

« * A <« Desktop » Supporting Documents
Organize * Mew folder
A o~
& OneDrive Mame
Abzence Form
3 This PC - _ .
- @] Supplier Quotation-Vendorl
_J 3D Objects
B Desktop
Documents
; Downloads

Step 2. and click the Save and Return button once done.

Artachment Classification

Language

» Title

Description

v Attachment
Date Time

Dawe

| User

Supplier's Quotation

English

Quotation from Vendorl

Quotation for beth the tem.

Supplier Ou. . endor .docx

Step 3. To add more than one attachment, repeat the process.

Step 4. Click the Update button of the PR once all attachments are added.
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e et ems < sovvesverrs [ R
LW

Select Information Download

B Title:Quotation from Vendorl Supplier Quotation-Vendorl.doce
By Size: 5.8 KB
Temargiti On: 16/7/2023
Abersta

e ==

3.2.1.5 How to create new from copying an existing PR.

For Purchase Requisitions that are done more frequently, like purchase of office supplies, the users do
not need to enter again. They can search for the Purchase Requisition of fast  -moving items to copy. To
do this, follow the steps below.

Step 1. Navigate the Menu > Purchasing > Purchase Requisitions, by default at Search Mode.

Step 2. Provide the filter by selecting the applicable fiscal year, fiscal period, Purchasing Office if
necessary. Click the “to display all PRs based on the selected filters.

Step 3. Click to select the PR to copy.

Step 4. When the PR is displayed, go to the Copy ﬂbutton and click it. The message is displayed that
the PR is copied.

Purchase Requisition

[ Update fDealete Made |

isition Numbe
Requisition Number PR-23-18-0001

* Fiscal Year e _

Step 5. Click Ok on the message displayed.

apac.freebalance.com says
Code PR-23-18-0001 copied

Step 6. Update the necessary details to change.
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Step 6. Click the Save button when completed and send the PR for endorsement.

3.2.1.6 How to print the PR report.

The PR form is readily available upon saving, in every stage after. To print the Purchase requisition,
follow these steps.

Step 1. Navigate the buttons at the top page of the PR screen.

Purchase Requisition

| ojajsjojoj@

[ View Mode ]

Requisition Mumber
+ Fiscal Year

+ Fiscal Period

Step 2. Click on the Generate Report (pdf) button. The form will be downloaded ready for viewing
and printing if needed.

Purchase Requisition Downloads

o] Q| [ O ] Purchase«Recsion 2}
Will open when complete

[ View Mode ]

Requisition Number

I + Fiscal Year R —

Step 3. Click the downloaded file. The file is ready for printing.

GOVERNMENT OF KIRIBATI
Ministry of Women, Youth, Sports and Social Affairs

)

% ‘-:_'_""':/ 2 Kiribati
- PURCHASE REQUISITION
Division : Administration (1801) Mumber : PR-23-18-0002
Goods/ Services Required Quantity Unit Price Total Cost
Iltem#1 Computer cable 2 Pack 12.00 24.00
ltern#2 Stationery 5 Piece 2.00 10.00
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= L
Ij Notes on Purchase Requisition:

1. The IFMIS will validate the total amount of the request based on the selected Threshold upon
saving the PR transaction.

2. The user will not be able to save the PR if the budget is less than the PR amount.

3. The PRs available for viewing, edit and update by the users will be limited to the access by their
ministry only.

3.2.2 Approval process of Purchase Requisition

3.2.2.1 How to endorse the PR.

A Purchase Requisition is prepared by anyone who has access to Purchase Requisition in IFMIS. The review
or endorsement of the same will be done by Accountants and Senior Accountants of the respective
Ministry. To do this, follow the steps below.

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

IFMIS - TH]

gy
FreeBa|aﬂC€‘ FreeBaland Internal Messages

You have 1 New Messages.

Dashboard

=

Session Details

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

KA KN K28 58 N =N

Select Status  From Subject Posting Date

There is a new Purchase Requisition (Code = PR-23-18-0002) transition assigned to you 16/7/2023

Step 3. Click on Update Domain button.
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D
23504

F
rem Temaroiti Aberata

Organization Name Administration

Subject .
uhy= There is a new Purchase Requisition (Code = PR-232-18-0002) transition a

Bod
ey Transaction = Purchase Requisition

Transaction Id = &5

Code = PR-23-18-0002

Description = Request forsupplies for the 2rd Quarter of 2023
Cptions Available: Endorsed, Preparad

Entity
Purchase Requisitio

Step 4. The system will open the screen for the PR for review. Review the details of the PR

Purchase Requisition

| ojajsjocjojujs ]

[ Update/Delete Mode ]

Requisition Numbe
Auisthian Hummher PR-23-18-0002

a

Fiscal Year v omnos

.

Fiscal Period R

a

Reguisition Date 16/7/2023

precunne S
1801

roanester ey
1301

= Waorkflow Status

a

.

Approval Requested

Workfl Proc Stat
“ o === us For Endorsement

Transition

Step 5. To know that the PR has an attached document, the Attachment Tab will display a number
equivalent to the count of documents attached to the PR. Go to the tab by clicking the attachment. The
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document/s are displayed as a line item.

* purchase Requisition Irems * Guggested Vendors 1 Attachments

EN KB =R i5E 07

Step 6. Click the link to the file to download the document. Review the documents with the details of the
PR.

* purchase Reguisition Items * Suggested Vendors
T

Select Information Download

Title: Quotation from Vendorl

By: On 16/7/2023

Step 7. From the printed PR form, the accountant may check the list of Suggested Vendors. Check the
ranking and take note of the rank no. of preferred Vendor.

SUGGESTED SUPPLIERS
Priority lSuppIier Justification
1 19-KIRIBATI OFFICE EQUIPMENT SERVICES Cheap
2 100670-Agriin Hardware Store Convenient
3 100417-King Holdings LTD Available all times

Step 8. Scroll up and go to the Preferred Vendor ranking number based on the Suggested Vendor list. In

this example, the endorserAs preferred vendor is Kiribeée
SUGGESTED SUPPLIERS
Priority [Supplier Justification
19-KIRIBATI OFFICE EQUIPMENT SERVICES Cheap
2 100670-Agriin Hardware Store Convenient
3 100417-King Holdings LTD Available all times
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Preferred Vendor 1|

= Procurement Threshold 1 ﬂ

Step 9. Scroll down and click the Update button, to save the changes made.

* Purchase Requisition [tems

B

Select Item Status
Number

Step 10. After the review, go up to Trans Endorsep fremd ir

the dropdown list.

* Workfl Stat
e Hs Approval Requasted -

Workfl P Stat
priie Frocess H= For Endorsement -

Transition -

Posting Status

Return for Modification

Step 11. Click the Transition Ebutton that is displayed.

* Workflow Status Approval Requasted -

Workflow Process Status For Endorsamant .
Transition Endorse -
_Posting Status
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Step 12. Enter the step note as an instructions or information to the next approver user. Click on the

Finish button once done.

Purchase Requisition

Transition

Application Language English -

Step Note
A

Any Unsaved work will be lost, Please use previous screei

EDES

Step 13. When the Rank 1 Vendor is not confirmed, the IFMIS will validate it and ask for the selected
Vendor from the 3 provided. Click the x on the validation message.

An unexpected error has occurred

Validations Failed: Please confirm the preferred Vender by identifying it from the
suggested vendor list, Encode it in the field "Preferred Vendor” field.

Step 14. Go to the Main Screen based on the Vendor Ranking from the tab Vendor Rank, Enter the rank
here. If the rank 1 is not preferred, then  enter the preferred number here based on the rank in the
suggested vendor tab.

Status

Preferred Vendor . -

Step 15. Click the Update button again to save the changes.

Purchase Requisition apac.freebalance.com says

=110 OSSP REEE

16/7/2023 00:22:49
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Step 16. Go to the Tr ansBndoisegn faganr n hen d rsoepldeoomn tlhes td

Workflow Process Status

Ti iti
ransition Endorse hd @

Dmictimm Thafus

Step 17. Enter the note to the approver and click the Finish button.

Transition

Application Language English .

Step Note .

%

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

Step 18. The message The PR workflow transition is executed. Click Ok on the message. At this stage the
PR is no longer editable by the Reviewer, the status is updated to Endorsed and the Workflow History is
already assigned to the next approver.

3.2.2.2 How to update PRs with corrections.

If in case the PR needs to be corrected, as part of the accountability and information to the person who
submitted the request, the reviewer or even the approver can return the transition the creator for
modification. To do that, follow these steps.

Step 1. During review of the PR, ¢gRetutnfor Motifieatiohr ja nfsridm on f
the dropdown list. Enter the instructions and what needs to be edited in the step note and click the
Finish button.

Workflow Process Status

Transition Return for Maodification - B "P

Dosting Thafus

Step 2. The PR is no longer editable by the Reviewer, the status is updated to Prepared and the Workflow
History is already assigned to the user who created it.

Step 3. The creator will be naotified that the PR is sent to him for modification.
Step 4. After logging in, the user who created the PR will have update the details as necessary and once
done, click on the Update button.

Step 5. Send the PR to the same approval process again if applicable. If this is no longer valid, select the
Jancelj] i nst e akbr Endorsembenéi 3f r om t he dropdown | i st.
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3.2.2.3 How to approve the PR.

The PR submitted and reviewed is now routed to the final approver. The approval of the PR will be
posting a Commitment that will be posted against the budget line. This approval will decrease the
available balance of the Budget. Follow the steps below to a pprove the PR.

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
FreeBaland]

Internal Messages

You have 1 New Messages.

Dashboard
B

Session Details

User: vetera.

Last login:
16/7/2023 02:09:22
Language: English.

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

Internal Message

Select Status From D Subject Posting Date Reading
Date
|:| ° Mikara Teita 23907 There is 2 new Purchase Requisition (Code = PR-23-18-0002 16/7/2023
transition assignad to you 02:07:14

Step 2. Click on Update Domain button.
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]

F
rem Mikara I=ita

8] izati N
rganization Hame Administration

Subject . .
ue Thera is a new Purchase Requisition {Code = PR-23-18-0002) transition a

Body

Transaction = Purchase Requisition

Transaction Id = 65

Code = PR-23-18-0002

Description = Request forsupplies for the 2rd Quarter of 2023
Options Available: Approved, Cancelled, Prepared

Entity
Purchase Requisiti

Step 3. The system will open the screen for the PR for review. Review the details of the PR

Purchase Requisition

N =W EEN ECE BEE =3 0B =N

elete Mode ]

Requisition Number PR_23-18-0002

* Fiscal i
iscal Year s anos _

+ Fiscal Period e _

* Requisition Date 167772023

* Procuring Entity -

+ Workflow Status

Approval Requested -
Workflow Process Status
Endaorsed -
Transition
-
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Step 4. After checking the details, go up to Transition field in the PR main screen, and select the
HApprove; from the dropdown | ist.

* Waorkflaw Status L ~

Workflow Process Status

Transition -
- —
Fosting Status
Cancel

Ctatus ﬁﬂtu rn for Modification

Step 5. Click the Transition Ebutton that is displayed.

* Workflow Status L -
Workflow Process Status

Transition
Approve

Paosting Status

Status
Step 10. Enter the note for the approval and click the Finish button.

Transition

La
nguag= English -

Etep Mot
=P Het= ok for PO processing

s

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

Step 11. The message The PR workflow transition is executed. Click Ok on the message. At this stage the
PR is no longer editable. The Commitment is also created.
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Purchase Requisition
o] a [0 ] B R

* Workflow Status

Approved
Workflow Process Status Approved h
Posting Status Saved
Status Open -

Prefarred Vendor

P t Threshold
rocuramen resho .

P t Mode I ipti . E
recuremen escription Very Low Procurement Value (WLVP)
o

Commitment COMM-23-18-0001 -

3.2.3 How to cancel Purchase Requisition

For any reason, a PR may be cancelled. The cancellation of a PR can be done at any stage of the PR. If the
cancellation is decided upon while the PR is not yet fully approved, it can be done by the assigned user.

To cancel a PR that is not yet full approved.
Step 1. Go to the transition and select the Cancel from the dropdown list.

Workflow Process Status ) )
Prepared

Transition

-

Posting Status
For Endorsement

Workflow Process Status Endorsed
Transition
w
Posting Status Approve
Status Return for Modification |

Open -
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Step 2. Click the Transition button.

Workflow Process Status

Transition
Cancel -

Step 3. Click the Finish button to complete the transition.

Purchase Requisition

I Application L
pplication Language English -

= Step Note

For cancellation- Duplicate PR

4

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

Step 4. Once cancelled, the PR is no longer editable.
To cancel a fully approved PR, follow these steps.

Step 5. Search for the PR to cancel or close. Please note that ONLY fully approved PR with status OPEN
can be cl osed. PRE€losedh ahabawsessygaeds P® that is already
cannot be closed unless the PO is also closed. Click to select the PR to cancel.

e Republic of Kiribati - PAYROLL [ESTING ..
Purchase Requisition

N =N ER

[ Selection Mode ]

4 > purchasing >

Application Requisition Date Posting Status Status Workflow Status Workflow Process Status Description

D

PR-23-17-  4/8/2023 Saved Open Approved Approved Payment for replacing_clutches
0007 for vehicles G316

PR-23-17- 9/8/2023 Saved Open Approved Approved Being_charge for umbrella for
0010 NSO staff for household listing
PR-23-17- 9/8/2023 Saved Open Approved Approved Payment for mortice lock from
0011

Step 6. Find the PR to Statusjc ealn da nsde | geoc tt ot hteh e3 (flioesledd {3 f r o
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Purchase Requisition

,ojajsjojojuwjols )i

[ View Mode ]

* Requester Entity 1702

= Workflow Status

Approved N
Workflow Process Status Approved -
= Posting Status Saved -
= Status Open v

breferred Vendor P -

Step 7. Click OK on the displayed message.

User Confirmation

Purchase Requisition drop 1 of item 1 is partially used, the unused quantity 1 can no longer be used after
it is closed.

Would you like to continue?

Step 8. Go to the bottom of the screen and click the Update button. This is to reflect the status that was
changed.
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Purchase Requisition

o jajesjojojew]ojs]o

[ View Mode ]

Description Payment for replacing clutches for vehicles G316

b * Purchase Requisition Items * Suggested vendors 1 Attachments
I . i 3
I “

) Select Item Status Item Quantity Coding Block PO Assigned Unit Price AUD
Number Quantity
1 Assigned 1.00000000 1701/1101/00000/91/227111/011 0.00000000 460.0000

Step 9. Click Ok on the displayed message.

|

apac.freebalance.com says

These changes will create a change request. Do you wish to continue ?

Cancel

Step 10. The Change request is created. This shall post a Change Request in IFMIS that will close the
status of the PR and will revert the amount back to the budget available balance.

1

apac.freebalance.com says

Change Request for PurchaseRequisition Created Successfully
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3.3 Processes relating to Local Purchase Orders

The Government of Kiribati is purchases are categorized into 4  based on the amount.

# Description Abbreviation Minimum Order Maximum Order
Amount Amount

1 Very Low Procurement Value (VLVP) VLVP 1 999.99

2  Low Value Procurement (LVP) LVP 1,000.00 9,999.99

3 | Medium Value Procurement (MVP) MVP 10,000.00 49,999.99

4 High Value Procurement (HVP) HVP 50,000.00 And up

For purchases made under VLVP and LVP, the Line Ministries can proceed processing the Purchase
Requisition from the Divisions to the preparation of Purchase Order to the Accounts Division. However,
for request with amounts above AUD 500,000.00, after appro  val of the Purchase Requisition, the
Purchase should undergo to the Procurement Law of the Government of Kiribati. When the
procurement is completed, only then that the Purchase Order is entered and recorded in IFMIS.

The requirements for VLVP and LVP,

i The PR is approved.
1 The identified and preferred vendor is specified in the approved PR.

The requirements for MVP and HVP,

1 The Purchase Order Type is recorded based on the result of the Procurement.

Consulting Services (for time -based projects)

Consulting Services (For individuals)

Specified Goods

Works (preferably Contractors locally)

Agreement for Framework of Services

Standard Goods

o Standard Services

1 The vendor assigned to the PO is based on the winning vendor according to the result of the
Procurement Process.

I The item purchased is specified and according to the request.

9 If the Purchase is relating to a Government Fixed Asset, then the users processing and recording
the PO should check the linked item.

O O O O 0O o
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PROCESSES FOR PURCHASE ORDER

Process for
Purchase LM Accounts:

Requisition Prepare Is Fixed
Purchase " Assel?
Order (PO)
YES
P NO
p r b, . Y
<>=10,0002 > NO—— v
LM SAs: Endorse FO < Check the linked
- Catalogue Item
YES

IFMIS
Procurement
Process

Y

LM SROs: Approve
Puchase Order

Purchase Order
Report I

SuppliersVendors

3.3.1 How to record Purchase Orders

3.3.1.1 How to record Purchase Orders

To record Purchase Orders, follow these steps.

Step 1. Navigate the Menu > Purchasing > Purchase Order. The Purchase Order is displayed by default at
Search Mode. Click the Purchase Order. This will display the PO Screen.

i Punchiaging

Purchase Requisitions

Goods/Services Receive Mote

] Reports

Step 2. Click the New nbutton and provide details for the following.
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Purchase Order

[ Search Mode ]

PO Number

Step 3. Go to the Procurement Threshold filed. Click on the Lookup button to go to the
Procurement Threshold screen.

Purchase Order

K3 N B S

* Currency ALD
-

* Exchange Rate
E = Procurement Threshold
e T e Nl T |

Step 4. Click the Find [ B button for the displayed screen.

Procurement Threshold

N =N R B3

[ Search Mode ]

Application ID

Step 5. Click to select the Threshold from the list based on the amount of the request. Users can enter
the code directly in the field if known.
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Procurement Threshold IFMIS - TRAINING INSTANCE

FreeBalance Application Suite [,
(o] Q| 8 =

[ Selection Mode ] # > Purchasing >

Application Description Abbreviation Minimum Order Amount Maximum Order Amount
D

1 Very Low Procurement Value (VLVP) VLVP 1.00 999.00
2 Low Value Procurement (LVP) e 1,000.00 9,999.00
3 Medium Value Procurement (MVP’ MyVP 10,000.00 49,999.00
4 High Value Procurement (HVP) HvP 50,000.00 99,999,999,999.00

Step 6. Click on the Lookup button to go to the Vendor screen.

« Vendor

Step 7. Click the Find L8 button, this will display the list of Vendors to select from. Click the Find

[ & | button, this will display the list of Vendors to select from. The vendor should already be there as it
has been added during PR stage.

Vendor

oJaJ=] <[ a)

[ Search Mode ]

Code

Step 8. Click to select the appropriate Vendor. Once selected, the code of the selected is displayed in the
field.
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Vendor

KN N D S

[ Selection Mode ]

13 ARIERA TAUANIBURE

14 ATINIMARAWA COMPANY ATINIMAR
15 KIRIBATI MOTOR COMPANY LTD EMCL

16 BAMNIAN ATUERU BAMNIATUE
i7 KIRIBATT NURSE ASSOCIATION EMA

18 BARAMIKO RUITT BARARUIT

Step 9. Click the Add L © | button in the Purchase Order Attached Requisitions field to assign the PRs to
the PO.

Purchase Order

KN N =8

Approved By

Approved Dake

Iz Advance Payment Required

Us=ze Percentage

Purchase Order Attached Reqguisitio ns@

Step 10. The PR screen is displayed. Click on the Lookup button on the Purchase Requisition.

Purchase Order Attached Requisitions

+ Purchase Requisition

Comments
e
Purchaze Requisition Items
n
Select Item Status Description Unit Price AUD Quantity PO Assigned Assigned
Number Quantity

Step 11. Click on the Find [ & | button for the displayed screen.
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Purchase Requisition

Requisition Mumber

Fiscal Year

Step 12. Click to select the applicable item from the list. Note that only the approved PRs and PR line
items that are not yet assigned to a PO is displayed.

Purchase Requisition

N N =R EN

[ Selection Mode ]

Application Date Posting Status  Status Workflow Status ~ Workflow Process Purchasing Plan
i) Status Detail

PR23-18-  16/7/2023 Saved Open Approved
0002

Description Total Amount AUD Total Amount FC

Approved

Request forsupplies for 24.00 0.00
the 3rd Quarter of
2023

Step 13. The items of the PR attached are displayed in the screen.

Purchase Order Attached Requisitions

* Purchase Reqguisition

Comments
g
Purchase Requisition Items
Select Item Status Description Unit Price AUD Quantity PO Assigned Assigned
Number Quantity
] 1 Open Computer cable 12.000000 2.000000 0.000000 ]
|:| 2 Open Stationery 2.000000 5.000000 0.000000 D

Step 14. Check on the box (1) for the items to attach to the PO then click on the Assign Requisition Items
button (2). The box at the column assigned is checked (3).
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Purchase Order Attached Requisitions

* Purchase Requisition

Comments
s
Purchase Requisition Items
i
Select Item Status Description Unit Price AUD Quantity PO Assigned Assigned
Number Quantity
I 1] I:‘ 1 Open  Computer cable : 0 2

1 (3)

Step 15. Click on the Save and Return button once completed. The PR Items assigned are displayed
as line item under the PO Item screen.

Purchase Order Attached Requisitions

* Purchase Requisition

Comments

Purchase Requisition Items

(o
Select Item Status Description

Number
1 Open Computer cable

2 Open Stationery

PO Assigned Assigned
Quantity

Step 16. Click the Save button when complete. A message is displayed that the PR is inserted.

* purchase Order Items Purchase Order Attached Requisitions Attachments
LT

Select Item Purchase Item Quantity Coding Block Unit Price AUD Unit Price FC Description Purchase Item
Number  Order Order MNuml
Item Attached
Status Requisitions
n 1 Dpen 43202222 2.00000000 1801/1101/00000/91/229112/101 12.0000 0.00 Computer cable PR-23-18- 1
0002
n 2 DOpen 14111509 5.00000000 1801/1101/00000/91/229112/101 2.0000 0.00 Stationery PR-23-18- 2
0002
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Step 17. Navigate to the Transi t iFar Review" fromdhe drdpdowvrhlist s cr e et
then click the Transition Ebutton.

Purchase Order

eJaoaJefofofJuls]s

PO NMumber N

* Fizcal Year

« Fiscal Period

* Purchase Order Dats 16/7/2023

Purchase Order Waorkflow Status

Waorkflow Process Status Orenm rod

Transition
-
Purchase Order Type Cancel -
|_ForReview |

Step 18. Enter the remarks on the step note for the next reviewer. Click the Finish button. A
message is displayed saying that the workflow transition is executed.

Transition X

Application Language english .

Step Note -

%

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

3.3.1.2 How to record Purchase Orders for Fixed Assets

To record PO for Fixed Assets please follow PO steps provided in Section 3.3.1.1 How to record Purchase

Orders

In recording the Fixed Asset, itis a MUST that the Item is linked. And that the item linked is tagged as
Fixed Asset. To check the catalogue item linked follow these steps.

Step 1. Provide the PO Number to check.
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Purchase Order

[ Search Mode ]

PO Number PO-24-14-1405

Step 2. Go to the PO Line Item and click on the Item code.

Purchase Order
[ Q]  ©c ] 0] & | | & ] O]

[ Update/Delete Mode ]

¥ purchase Order [tems Purchase Order Attached Requisitions Attachments
“

FreeBalan

Select Item Purchase Item Quantity Coding Block Unit Price AUD Unit Price FC Description
Number  Order
Item
Status
1 Open 42281705 1.00000000 1401/3101/20051/16/229811/076 400.0000 0.00 Medical equipment and
instrument disinfectant

washing equipment

Step 3. Click on the details button of the Item.
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Purchase Order
Purchase Order Items

= Ttem Number

= Purchase Order Item Status
el

Item

Item Description

Item Category

Piece

= Unit Of Measure

Step 4. Verify that the ltem selected istickedas 3 Fi xed Assetj

Purchase Order

FreeBalance

| Catalogue Item
L0 ] Q|

[ View Mode ]

Application ID -
qs01 2
= Item Type o
Is Asset [v]

T
il
S

= Abbreviation Mardinal am i

= Description

FreeBalance Confidential
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Step 5. Process the Purchase Order the same steps with ~ Section 3.3.1.1 How to record Purchase Order.

3.3.2 How to process approval of Purchase Orders

The process for preparation and approval of Purchase Orders are done by the Accounts Officers, and
Accountants.

3.3.2.1 How to review PO.

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

Internal Messages

You have 1 New Messages,

Dashboard
=

Session Details

User: tataona.

Last login:
16/7/2023 03:33:56
Language: English.

Logout

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

KA K1 =8 I G =D

Select Status From D Subject Posting Date Reading

Date
O o &

[
[
T

Step 3. Click on Update Domain E button.
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o 23511

F
rem Temaroiti Aberata

Organization N
rganization fams Administration

Subject .
HErE There is a new Purchase Order {Code = PD-23-18-0001) transition assign

Bod
= Transaction = Purchase Crder

Transaction Id = 46

Code = PO-232-18-0001

Description = Request forsupplies for the 2rd Quarter of 2023
Options Available: Reviewed, Prepared

Entity
Purchase Ord

Step 4. The system will open the screen for the PO for review. Review the details of the PO

Purchase Order

cjeajsjojojvjs]o

[ update/Delete Mode ]

PO Number PO-23-18-0001

* Fiscal ¥
iscal Year FY 2023

* Fiscal Pariad I

* Purchase Order Date 16/7/2023

Purchase Order Workflow Status
Approval Requested

Workflow Process Status )
For Review

Transition

Step 5. After reviewing the details of tRewewPOf,r gm ttlohe t I
dropdown list.
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PO Mumber

* Fiscal Year

* Fiscal Pariod

* Purchase Order Date

Purchase Order Workflow Status
Workflow Process Status

Transition -P
-

Purchase Order Type Return for Modification

Step 6. Click the Transition button.

Purchase Order Workflow Status

Workflow Process Status

T it
ransition Review - @

Step 7. Enter the note for the approval. Click the Finish button.

Transition

Application Language English .

Step Note

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

(2 ] x

Step 8. Click ok on the message 3The workflow transitic
of the PO is updated to Reviewed. And the PO is no longer editable.
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3.3.2.2 How to approve PO.

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

Internal Messages

FreeBaland
You have 3 New Messages.

Dashboard
=2

Session Details

User: vetera.

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

Step 3. Click on Update Domain E button.
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