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1. Introduction 

1.1 Project Overview 

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

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

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

improved accounting/financial reporting. 

 

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

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

designed and configured to meet the business process requirements. 

 

1.2 Document Purpose 

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

● List of all the current business processes of Government of Kiribati detailing the procedures on 

how to record them in IFMIS. 

● 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. 

● Steps on how to generate reports for use specifically for the outer islands. 

● List of processes done while the other outer islands are not yet using IFMIS. 

 

1.3 Intended Audience and Reading Suggestions 

This report is intended for consumption by the island treasurers and island clerks including the Line 

Ministries and Treasury users that records and process Outer Island payments and collections. 

 

2 Outer Island Processes and user’s account 
All processes for the Line Ministries are listed in this document namely.  

● Receiving of Department Warrants from Ministry Headquarters. 

● Recording of Commitments from the Ministry Headquarters. 

● Preparation and authorization of Payment Vouchers from Commitments. 

● Recording of Collections. 

● Issuing of General Receipts. 

● Preparation of Monthly reporting. 

● Completion of State Fund Report 

● Enrollment of Vendors that are not yet existing in IFMIS including updating of Vendor Bank 

Accounts. 
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Please read this before you start working in IFMIS. 

 

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

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

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

 

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

Logging in for the first time: 

 

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

123465 and click the Login Button or Press Enter. 

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

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

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

At times when users need to change their own password, the screen to do it is in Menu > Admin >  

System Security > Users > Change Password. It will bring the same change password screen. 

 

The landing page is now available for the users.  
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On the left side of the IFMIS screen, users will see a set of buttons called the sidebar. This is from 

where you will navigate IFMIS. 

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

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

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

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

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

the User and the Dashboard. 

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

the escape key. 

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

User 

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

 

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

screens. 
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● 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 is provided with the 

transaction number to drill down the details. 

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

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

User. 

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

User. 

● Logout: Button to logout from IFMIS 

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

 

3 Outer Island Expenses 
The outer Island Expenses involves payment to the Travelling Officers and to Vendors/Beneficiaries out 

of the state fund maintained in the Island Council. 

 

3.1 Preparation and approval of Department Warrant 

The Department Warrant will be prepared and approved from the Divisions of the Line Ministries.  
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The printed report shall be presented by the Travelling Employees to the Island Council for them to 

initiate the preparation of the Payment Voucher. 

 

3.1.1 How to prepare Department Warrant for Outer Islands 

Department Warrant are the authority given by the Mother Ministry to their branches in another 

location or another island. Tho process this in IFMIS, follow the steps below. 

Step 1. Navigate the Menu > Budgeting and Appropriation > Warrants, Supplements & Virements 

Voucher. Click the New button. 

 

Step 2. Select the “Allotment” from the Budget Control Type, and the “Transfer” from the Voucher Type. 

 

Step 3. Select the “Department Warrant- Location Transfer” from the Warrants Classification. 
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Step 4. Check the Update Higher Level Warrant. IMPORTANT NOTE, please do not forget to do this step.  

 

Step 5. Enter the Description of the DW and check the Copy description in details. 

 

Step 6. Click the New button below the Items tab. 

 

Step 6. Click the Elements View to add the allocations. 
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Step 7. Complete the coding block of the source allocation then click the Save and return button. 

 

 

Step 8. Enter the amount. It is credited, this means this is the source and credit are decreasing the 

amount of the Coding Block Allocation. 
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Step 9. Click the Save and Return button. 

 

 

Step 10. Click the Copy button to add the recipient allocation. 

 

Step 11. Click the Elements View button to change the Location of the recipient allocation. 

 

Step 12. Click on the dropdown on the Concept Region and select the application region from the list. 
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Step 12. Click the Save and Return button. 

 

Step 13. Enter the Debit amount and type 0 on the credit amount field then click the Save and Return 

button. 
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Step 14. Click the Save button. A message is displayed with the Number of the DW saved. 

 

Step 15. Proceed with the transition of the DW. 
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3.1.2 How to print the Department Warrant 

The Department Warrant is the letter that will be used to the Outer Island as the authority to spend the 

fund. To print it, follow these instructions. 

Step 1. Navigate the Menu > Budgeting and Appropriation > Reports > IFMIS Warrant Documents. 

 

Step 2. The filter screen is displayed below. 

 

Step 3. Provide the details of the filters. 
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Step 4. Once filters are completed, click the Generate Report button.  

 

Step 5. Click Ok on the displayed message. 
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Step 6. Click the (i) to go to the Internal Messages. 

 

Step 7. Click the Internal messages to display the notifications. Click the Linked ID of the notification to 

open the details. 
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Step 8. Scroll to below the page and click the link of the downloaded report. 

 

Step 9. The Department Warrant report is this. 
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3.2 Preparation and printing of Commitment 

The Commitment shall be prepared from the Divisions of the Line Ministries. This is also approved by 

the Headquarters Ministry. The printed Commitment report shall be presented and submitted to the 

Island Council of the Outer Island by the Travelling Employee. The DW Report and the Commitment 

Report shall be used to initiate the Payment Voucher for the Outer Island Expenses from the 

Department Warrants. 

 

3.2.1 How to record Commitment requests. 

Upon receipt of Invoices from the Billers, (example: Internet monthly bills, Telephone bills, Electricity) 

and other expenses that is not required to undergo procurement, users must record the commitment to 

set aside budget for the specific expense. 

To record commitments, follow these steps. 

Step 1. Navigate the Menu > Budgeting & Appropriation > Commitment.  

  

Step 2. Click the New button. 

  

Step 3. IMPORTANT, Select the Department Warrant from the Commitment Type Field. 

 

Step 4. Click on the Lookup button to go to the Vendor screen  
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Step 5. Click the Find  button, this will display the list of Vendors to select from.  

 

 

Step 6. Click to select the appropriate Vendor. Once selected, the code of the selected is displayed in the 

field. 

 

Step 7. Enter the Description of the Commitment Request 

 

Step 8. Click the New button under the tab Commitment Item 
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Step 9. Click the Elements View to add the Coding Block of the Commitment Item. This will display the 

dropdown list to select the accounts below. 

  

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

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

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

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

• LOCATION:  Select from the list. For Recurrent Budget the code will always be 91. 

• NAC: Select the appropriate NAC for the commitment like Housing Expense, Advertising Cost, 

Travel Allowance, etc. 

• COFOG: Select the applicable COFOG from the list. 

Step 10. Click the Save and Return when the accounts are selected. 
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Step 11. Enter the amount and description of the request. 

  

Step 12. Click the Save and Return button once done.  
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Step 13. When all items are added, click the Save button 

  

Step 14. Click Ok on the message displayed that the transaction is inserted. Go to the Transition field of 

the screen and select the “For Endorsement" from the dropdown list  
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Step 15. Click the Transition button.  

  

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

the submission. 

  

3.2.2 How to print the Commitment report. 

The Commitment form is readily available upon saving, in every stage after. To print the Commitment 

report form, follow these steps. 

Step 1. Navigate the buttons at the top page of the Commitment Screen  

 

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

and printing if needed. 
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Step 3. Click the downloaded file. The file is ready for printing. 
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3.2.3 How to change the Vendor/supplier of the Commitment. 

At the time of preparation of Commitment by the Divisions in the Line Ministries, some 

supplier/vendor/beneficiaries may not yet be finalized and identified. For any changes in the vendor, the 

Commitment vendor should be changed BEFORE processing the Payment Voucher. 

To change the vendor, follow these steps. 

Step 1. Search for the Commitment number form the Commitment Report presented. Then click the 

Lookup button on the Vendor Field. 

 

Step 2. Provide the new *Vendor Name* and then click the Find button. 
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Step 3. Click to select the new Vendor from the list. 

 

Step 4. The New Vendor code is saved in the Vendor Field. 
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Step 5. Click the Update button. 
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Step 6. Click Ok on the displayed message to confirm the changes made in the Commitment. 

 

 

 

3.3 Payment Vouchers for Commitment 

The preparation of the Payment Voucher will be done by the Treasurers of the Outer Islands. The 

presented and submitted Department Warrant Report and Commitment report is the basis of the 

preparation of the Payment Voucher.  
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3.3.1 How to prepare Payment Voucher 

To record Payment Voucher from commitment, follow these steps. 

Step 1. Navigate the Menu > Expenditures > Payment Voucher. The Payment Voucher is displayed by 

defa0ult at Search Mode. 

 

Step 2. Click the New button. 

 

Step 3. Select the “Outer Island Expenses” from the dropdown list. 
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Step 4. Click on the Lookup button to go to the Vendor screen.  

 

Step 5. Click the Find  button; this will display the list of Vendors to select from.  
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Step 6. Click to select the appropriate Vendor. Once selected, the code of the selected is displayed in the 

field. 

 
Step 7.  Make sure that the Bank Account Number of the Vendor is correct. 

 
Step 8. Enter the Claim Number/Invoice Number and the date. 
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Step 9. Select the applicable payment by Fund Type from the list. Recurrent or development budget 

related payments. 

 

Step 10. Make sure that the Treasury Bank Account is the code 621212 for State Fund. 
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Step 11. Enter the Narration of the PV transaction. Then click the Import Commitment Button. 

 

Step 12. Click the Import Commitment Item  
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Step 13. Click the Search button. 

 

Step 16. Click to select the Commitment to pay. 

 

Step 17. Click the Save button. 
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Step 18. Navigate to the Transition field of the screen and select the “Request for Authorization" from 

the dropdown list then.  

 

Step 19. Click the Transition button.  

 

Step 20. Enter the remarks on the step note for the next approver. Click the Finish button. A 

message is displayed saying that the workflow transition is executed. 
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3.3.2 How to authorize Payment Voucher 

The Island Clerk are designated to authorize the Payment Vouchers prepared from the Island Council. 

The Payment Vouchers sent for Authorization by the Accounts officers will be sent to the assigned SROs, 

for Line ministry approval. To process this, follow the steps defined below: 

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

Internal Message box. 

  

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

Commitment to review. 

 

Step 3. Click on Update Domain button. 
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Step 4. The system will open the screen for the PV for authorization. Review the details of the PV 

Step 5. After reviewing the details of the PV, go to the transition field and select the “Authorize by Line 

Ministry” from the dropdown list.  

  

Select the “Return for Modification” when there are changes that needs to be done by the employee 

who prepared the PV. 

Step 6. Click the Transition button.  

  

Step 7. Enter the note for the approval and select the employee to approve the PV. Click the Finish 

button. 
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Step 8. Click ok on the message “The workflow transition is executed” displayed. At this stage the status 

of the PV is updated to Ministry Authorized. And the PV is no longer editable.  

 

Note: Review and Approval of Payment Vouchers are specified and details in the Users Manual for 

Treasury Document. 

 

3.3.3 How to print PV report. 

Once the PV is created and posted, generating, and downloading the report is already enabled. This will 

be printable all through every PV stages.  

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

Step 2. Click on the Generate Report (pdf)  button. The form will be downloaded ready for 

viewing and printing if needed. 

   

Step 3. Click the downloaded file. The file is ready for printing.  
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4 Outer Islands Collections 
As collection or receipts of Cash incurs, the Cashier must then issue the General Receipt to document 

the transaction. This must be recorded under the Revenue Vouchers.  As the Voucher is created and 

saved, the cashier may then generate the receipt for signature. The recorded online voucher must then 

be processed for Line Ministry Approval up to the Treasury. 
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4.1 How to record Revenue Vouchers 

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

displayed by default at Search Mode.  

  

Step 2. Click the New button and provide details as follows. 
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Step 3. Select the applicable from the dropdown list.  

  

 

Step 4. Customer is defaulted to General Public. Enter the name of the individual collected from. 

 

 

Step 5. Select the applicable mode from the list 

 

Step 6. Bank Account: Click on the Lookup button and click on the find button for the displayed screen. 

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

Accounts.  

 

Step 7. Click the Find button. 
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Step 8. Click to select the Bank Account. The selected code will be displayed in the field Bank Account. 

 

Step 9. Narration: Enter the details of the RV Transaction. 

 

Step 10. Click the New button under the tab RV Items and provide the following. 

 

Step 11. Enter the item description; quantity is defaulted at 1 and amount of the collection in the Unit 

Price 
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Step 12. Coding Block: Click on the Elements View button to add the details of the Codes. Select the 

applicable codes from the dropdown list.  

 

o SUB HEAD: Select the Division from the dropdown list 

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

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

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

appropriate. 

o LOCATION:  Select from the list. This should only display the Location of the Island 

Council. 

o NAC: Select the Revenue code applicable from the list for codes starting with 1… 

o COFOG: Select the applicable COFOG from the list. Remember for revenue items 

COFOG code will always be 000 

Step 13. Click the save and return button once the accounts are selected. 
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Step 14. Click the Save and Return button on the RV Line Item 

  

Step 15. The saved items are displayed as a line item here 
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Step 16. Go to the tab RV Payment Details to add the details of the collected amounts. Click the edit link 

  

Step 17. Enter the reference number of the payment and the collection date. Then click the update and 

Return button 

  

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

executed. 
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Step 19. Click ok on the message displayed. 

 

Step 20. Navigate to the Transition field of the screen and select the “Request for Review “from the 

dropdown list. 

 

Step 21. Click the Transition button.  

  

Step 22. Enter the remarks on the step note for the next approver. Click the Finish button. A message is 

displayed saying that the workflow. 
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4.2 How to print General Receipt 

The General receipt will be available for download and printing upon posting or saving of the Revenue 

Voucher. The collecting officer may generate the receipts following the steps defined below: 

Step 1. Navigate the Revenue Management > Reports > IFMIS Reports > General Receipt 

 

Step 2. Provide the details as follows. 

 

Step 3. Click the Generate Report button. 
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Step 4. Click Ok on the displayed message. 

 

Step 5. Click the (i) button to display the Internal Messages. 
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Step 6. Click the number of notifications in the Internal message to open the notifications. Then click the 

link ID to open the details. 

 

Step 7. Scroll down to the bottom on the screen for the details and click the link to the file to download 

the General Receipt. 
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Step 8. Open the generated report to be printed and signed/ provided to the Payor. 
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4.3 How to Authorize the Revenue Voucher 

The authorization of the Revenue Voucher will be done by the Island Clerk designated for each of the 

Outer Islands. 

The initial authorization and approval of the Revenue Voucher will be coming from the Line Ministry SROs. 

To approve the RV, follow the steps defined below: 

Step 1. After logging in, click the  to display the Internal Messages.  

 

Step 2. Click the New messages box on the internal messages.  

 

Step 3. The Internal Message will be opened and the list of all pending tasks and notifications for the user 

is displayed. Click on the ID of the notification for the Revenue Voucher. This will open the details of the 

RV. 
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Step 4. Click on Update Domain button on the displayed Internal Message screen. The system will 

open the screen for the Voucher for review.  

 

Step 5. Go to the Attachment tab, by clicking it. The document is displayed as a line item. Click the link to 

the file to download the document. 

 

Step 6. After the review, go up to the Transition field and select the “Ministry Authorized” from the 

dropdown list. The Transition button is displayed. Click on it to proceed. 
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Note: In case, the Revenue Voucher needs to be returned to prepared for modification, select “Return 

for Modification” and click the Transition button. This will be sent back to Prepared status. 

Step 7. Enter the step note as an instruction or information to the next approver user. And then click the 

Finish button 

 

5 Other Processes 

5.1 Record transactions from state fund of other Outer Islands 

To record the transactions from the other Outer Islands that are not yet using IFMIS, the submitted State 

Fund Report to the Treasury the summarized data will be entered in IFMIS through the Journal Voucher. 

This will be done by users from the Examination Unit. 
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To record the details of the Outer Island State Fund Report, follow these steps. 

Step 1. Navigate the Menu > General Ledger > Journal Voucher. The Journal Voucher is displayed by 

default at Search Mode. 

 

Step 2. Click the New button. 
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Step 3. Select the “Outer Island Transactions” from the list. 

 

Step 4. Narration: Enter the description of the JV Transaction

Step 5. Click the new button under the Items tab. The Items screen is displayed. 
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Step 6. Enter the description of the line item and the amount of the debit details. 

 

Step 7. Click on the Elements View button to add the details of the Codes. Select the applicable codes 

from the dropdown. 

 

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

o 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. 

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

appropriate. 

o LOCATION:  Select the Location of the Outer Island.  

o NAC: Select the appropriate NAC for the JV. 

o COFOG: Select the applicable COFOG from the list. 
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Step 8. Repeat the process to add the credit information and Enter the amount in the credit. The 

details added are displayed as line item under the Items tab. Click the Save and Return to save the 

Accounts Selected. 

 

Step 9. Click the Save and Return button on the Line Item screen. 

 

Step 10. Repeat the process for any additional journal entry items.  

Step 11. Click the save button once done. A message is displayed saying that the JV workflow transition is 

executed. 
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Step 12. Navigate to the Transition field of the screen and select the “Request for Authorization " from 

the dropdown list then click the Transition button.  

 

Step 13. Click the Transition button. 

 

Step 14. Enter the remarks on the step note for the next approver then select the approver from the 

dropdown list. 
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Step 15. Click the Finish button. A message is displayed saying that the workflow transition is 

executed. 

 

 

5.2 How to generate State Fund Report 

The State Fund Report is available to Outer Island Users as well as the Treasury and Examination unit. 

To generate the report, follow these steps. 

Step 1. Navigate the Menu > General Ledger > Reports > State Fund report 
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Step 2. Provide the necessary filers. 

 

Step 3. Click the Generate report button. 
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Step 4. Click the (i) and go to the Internal message. 

 

Step 5. Click the linked ID of the generated report 

 

Step 6. Scroll at the bottom of the screen and click the link of the file to download. 
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Step 7. The sample report is below. 

 

5.3 How to create of New Vendor 

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

 

Step 2. Click the New button. 
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Step 3. Enter the Name and Short Name 

 

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. 
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Step 5. Click the New button in the Bank Account 

 

Step 6. Provide details on the Bank, Bank Branch, Currency, Account Number and Account Name. 

 

Step 7. Click the Save and Return when the bank details are completed. 
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Step 8. To add the Address information, follow procedures defined below. 

- Click on the Address tab and click New. 

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

 
- Select the Country, again by clicking on the dropdown field. 
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- Enter the full address of the Vendor from the along with the 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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Step 10. Add the Vendor Contact Information. 

- Click on the Contact tab and click New. 

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

type. 

 
- 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 

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

screen. 

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

- Click on the Attachment tab and click New. 

 
- Define the Attachment Title and Description 

 
- Click on the Choose file button. This will open the user’s local PC folders. Search and double click 

on the scanned file required to be attached.  
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- After all the details are indicated, click the Save and Return button to go back to the main 

screen. 

 
- 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. 
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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 

button.  
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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.  

 

5.4 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. 
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Step 2. Add the details below then click the update and return button. 



 

78 

FreeBalance Confidential 

 

Step 3. Go to the attachment tab to add the bank details of the vendor 
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Step 4. Click the New button 

 

Step 5. Provide the details as necessary then click the Save and Return button. 
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Step 6. Click on the Update button.  
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Step 7. Click Ok on the message displayed. 

 

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

 

Step 10. The screen “Change Request” will be opened. This is the screen where the changes made in the 

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

 

 


