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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.
1 List all process by the Treasury and how it is mapped to the IFMIS Process
1 List all IFMIS processes with the step-by-step instructions

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). This
document is specifically for use of Ministry of Finance and Economic Development (MFED) Treasury. All
Divisions and Sections in MFED that are doing centralized processes for the Government of Kiribati. Following
are the Divisions and Sections with their processes
1 Imprest Section - Processes Payment Vouchers for all Imprest related request by all Ministries
including approval of the Travel Requests, raining PVs, recording of retirements of imprest, raising
Revenue Vouchers when there are returned not spent amount and raising new PV for the refunds.
1 Revenue Section - Checks and reviews all revenue vouchers recorded and submitted by all ministries
1 Treasury Division - Reviews payment vouchers and approve for payment.

1 Project Development and Recurrent Payments - Process payments for all the approved Payment
Vouchers
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1.4 Terms and Abbreviation

Acronyms Description

AA Accountable Advance

CoA Chart of Account

GSRN Goods/Services Received Note
IFMIS Integrated Financial Management Information System
GRP Government Resource Planning
I\ Journal Voucher

LM Line Ministry

PO Purchase Order

PV Payment Voucher

PR Purchase Requisition

SAM Security Access Matrix

SRO Senior Responsible Officer

TIN Tax Identification Number

1.5 Use of IFMIS Buttons

Buttons Functions

New new support entries.

Click this to create a new entry. It is used for creating new transaction entries or

Search When the screen is at any other mode like Selection Mode or Insert Mode, click

When navigating a screen, the mode is by default Search mode. When the

this button to go back to the screen Search Mode

Click this screen to go back to the Selection mode when you are in any other

B BEE BC

Results screen mode.
Click this to find any entries to view update or edit.
Find
This is available to PR. When this button is clicked, the same screen will be
Template displayed to find the Template Voucher. When the Find button is clicked after
this button, it will display all vouchers that are initially saved as “Template "
Click this button to search for another linked screen other than the opened
Lookup screen. When creating a PV, click this to look up for vendors for payment in the

PV.

g

Details When a vendor is selected, it will display the vendor code in the Vendor field.

When a value is selected to the linked other entity, click this to view the details.

Click this button to view the details of the Vendor.

@)

Date Picker it will validate the date format if it is not correct.

IFMIS date picker. Users can encode directly the date in the fields for dates but

History

Workflow This is the approval process trail for a transaction. It will display the approval

This button is only available when a transaction is saved, reviewed or approved.

done, date, note added and the person who executed the approval.
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Buttons

Functions

Copy

This is available to the transaction screen where an existing entry can be copied
to a new one. This can be used to copy a transaction from an existing one with
the same nature.

Change

This is available in PR, PO, and Commitment. When clicked, this will display the
details of the changed value. This is applicable when an approved PR, PO or
commitment is closed.

Progress

This screen is available for PR and PO. When clicked, it will display the details of
the status. Requested means the PR, Ordered is for the PO, received is for
GSRN, and invoiced means the Payment Voucher.

Note

When clicked, this gives the user an additional note that can be added to the
transaction.

£y

Generate
report as PDF

This is available to the screens of PR, PO, GSRN, PV, JV, and RV. When clicked,
the report with the details of the transaction is generated in the pdf
downloaded.

Revert

This is available to PV, RV, and JV. When clicked, it will create a new transaction
with the same details. Upon approval of the reversal voucher, the original
voucher will be reversed.

New

This button is for adding a new line item for the transactions and other screens.
When clicked, it will display the item screen where details will be added.

Elements
View

This is available to PR, Commitment, PV, RV and JV. Click this to select the
accounts for the transaction.

H

Roll up
budget information

This is available in the coding block when once the codes are selected. It's only
applicable to the Expenditure codes to check the available balance of the
budget. and available with Revenue Codes to check the revenue target
amounts.

Delete

This is used to delete an item from the transaction screens. To delete an item, it
has to be selected, or the box should be checked.

Select All

Click this when all the items are to be selected.

Unselect All

Click this to unselect the the items initially selected

Copy

This button is used to copy an existing line item. When a commitment is done
for a Housing for a ministry that includes

Import
Commitment Item

This button is only available in the PV. Click this to attach the Commitment
approved to process for payment.

H

Save

Click this to save the transaction.

—_—

Temp Save

When the transaction has incomplete data, the user may choose to temporarily
save it. Select the “Save as draft” from the dropdown list in the dropdown field.

1
l l

Update

When the transaction is not yet fully approved, the user assigned to the
transaction can still edit the details. After any changes are made, click this to
save the changes.
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Buttons Functions
This is the button available to users where they can see the details of the
Audit changes made. The change made, user ID who made the change and the date
of change.

2 Treasury Processes

All centralized processes for done in the Treasury includes the following

I.  Process done in the Imprest Section

il

=A =4 =4 -4

il

Review and approval of the Line Ministry advance requests

Recording of Advance Request for the Line Ministries

Preparation of Vouchers for the payment of advances and/or refunds
Preparation of Vouchers for the retirement of Imprest.

Preparation of Vouchers for the collection from retirement of Imprest.
Closing of Advance request when advance amount is fully retired.

Il.  Payment Processes by Development Budget and Recurrent Budget

f
f

Record payment for the Recurrent Budget Related Payments
Record payment for the Recurrent Budget Related Payments

Ill.  Review and approval of all Vouchers

f
f
f

Review the Payment Vouchers submitted by Line Ministries
Review the Revenue Vouchers recorded by Line Ministries
Review the Journal Vouchers prepared by Line Ministries

IV. Processes done by the Accounts Section

f

= =4 =4 =

Prepare Procurement Requisition Form

Prepare Local Purchase Order

Record details from invoicing of items purchased

Prepare Payment Vouchers for the Local Purchase Orders.
Prepare Journal Vouchers for reallocations.

2.1 Users Account

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

. The Username and the Password shall be provided

to each of the users based on the Security Access Matrix (SAM).

Provide the Username and Password then click on the Login Button. The following are the screens, labels,
and buttons available to the User upon login.

On the left side of the IFMIS screen, users will see the following.

1 E Menu : When clicked, it will display all screen access allowed to the User
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n Favorites : When clicked, it will display all favorite Menus as updated by each user

=

1 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.

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

1 E Full Screen : When clicked, it will make the IFMIS screen into full screen. To go back, click the

escape key.
1 History : When clicked, it will display the list of screens last navigated and opened by the User
1 . Reports : When clicked, it will download the last report generated by the User.

Internal Messages
e e B When the (i) Information button is clicked, the right side of the screen is displayed
RIS with the following screens.

1  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
Session Details drill down the details.

1  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.

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

1  Logout : Button to logout from IFMIS

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

Dashboard
=

Copyright © 2 FreeBalance | All Rights
teserved

Powered by
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The list of processes done by the Treasury and its mapping to the IFMIS functionalities

# \ Business Process \ IFMIS Process \ GoK User Role \ IFMIS Function
I.  Process done in the Imprest Section
1. Review and approval of the Line Approve Accountable | Imprest Team | Accountable
Ministry advance requests Advance Advance
2. Recording of Advance Request for Accountable Advance | Imprest Team | Payment
the Line Ministries Voucher
3. Preparation of Vouchers for the Prepare Payment Imprest Team | Payment
payment of advances and/or Voucher Voucher
refunds
4, Preparation of Vouchers for the Prepare Journal Imprest Team | Journal Voucher
retirement of Imprest. Vouchers
5. Preparation of Vouchers for the Revenue Vouchers Imprest Team | Revenue
collection from retirement of Voucher
Imprest.
6. Closing of Advance request when Close Accountable Imprest Team | Accountable
advance amount is fully retired. Advance Advance
Il.  Review and approval of all Vouchers
7. Review the Payment Vouchers 1 Review Payment Accounts Payment
submitted by Line Ministries Vouchers Section Vouchers
T Approve Payment
Vouchers
8. Review the Revenue Vouchers 1 Review Revenue 9 Revenue Revenue
recorded by Line Ministries Vouchers Section Vouchers
9 Approve Revenue 9 Accounts
Vouchers Section
9. Review the Journal Vouchers 9 Review Journal Accounts Journal
prepared by Line Ministries Vouchers Section Vouchers
9 Approve Journal
Vouchers
Il.  Payment Processes by Development Budget and Recurrent Budget
10. | Record payment for the Recurrent | { Create Payment Recurrent 7 Create
Budget Related Payments Extracts Payment Payment
9 Process approval of | Section Extracts
Payment Extract 1 Payment
Payments for Extract
Payment Payments
11. | Record payment for the Recurrent | T Create Payment Project 1 Create
Budget Related Payments Extracts Development Payment
9 Process approval of | Division Extracts
Payment Extract i Payment
Payments for Extract
Payment Payments
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IV. Budget Internal Transfers
12. | Approval of Recurrent Budget 9 Approve Budget Deputy I Warrants,
Internal Transfers submitted by the Internal Transfers Accountant Supplements
Line Ministries General and Virements
(ADMIN and Voucher
BUDGET)

3 Process of Imprest Section

3.1 How to review and approve advance requests

Line Ministries create their Advance Requests through the IFMIS Accountable Advance Screen. This will be
submitted to the Treasury Imprest Section for review and approval.

3.1.1 How to review Ministry Advance request s.
To review the Advance Requests, follow the steps below.

Step 1. Upon logging in to IFMIS, click the (i) button. This will display the list of notifications available to the
user.

Republic of Kiribati -

FI'GEBEﬂaﬂCG Ereaiatand Internal Messages

You have 6 New Messages.

Dashboard
B

Session Details

User: bmarea.
Last login:

9/7/202321:00:30
Language: Engish.

Logout

Step 2. There will be 2 messages received from the Line Ministries. 15t will be the Notification on the
Accountable Advance and the 2" is the notification on the submission of Supporting Documents.

11
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Internal Message

KA KN EEE D ER =R

Select Status  From D Subject Posting Date
Mwea 23763 Supporting Documents for Advance Request 0B_25BT_0710
0 L -
Katarake
D ° Mweal 23759 There is a new Accountable Advance (Code = OB_25BT_0710) transition assigned to

Katarake

| 8 | | 0]
Step 3. Click the ID link of the Notification on the Accountable Advance.

Internal Message

KA N E=E =D R =R

Select Status  From D Subject Posting Date
Mweal Supporting Documents for Advance Request OB_25BT_0710 023
O L J—
Katarake
D ° Mwea There is a new Accountable Advance (Code = OB_25BT_0710) transition assigned to 3
Katarake

Step 4. Click the Update Domain button to drill down the Accountable Advance details. This will bring screen
for the Advance Request.

12
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i}
From -

[a] ization N
rganization Name Administration

Subject
. There is a new Accountable Advance (Code = MELAD_IR_0710) transition

Bod
ey Transaction = Accountable Advance

Transaction Id = 25
Code = MELAD_IR_0710
Options Available: Approved

Entity
Accountable Advan

Step 5. Go though the details of the Accountable Advance

Accountable Advance

[ update/Delete Mode ]

* Application 1D MELAD_IR_0710

= Workflow Status Approval Requested

Worlkflow Process Status i
Approval Requested

Transition

= Advance Type 1
= Accounting Office 0801

13
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3.1.2 How to approve the Advance request.

To approve the Advance Requests, download the supporting documents submitted by the Line Ministries
and Travelling Officers. To approve the Accountable Advance, follow the steps below.

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

Internal Message

* Subject Supporting Documents for Travel Advance OB_25BT_0
* Body Mauri Imprest Team, Please see attached -
supporting document for teh Travel Advance
QOB_25BT_0710.
Ko Rabwa, y
Send Email D
Requires Action D

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

Attachment Information File Name (Click to Download)

Title:TA OB_25BT_0710 Absence Form.docx
Documents Size: 2.8 KB

EE':r':

Biena on: 10/7/2023

Step 3. Open the downloaded documents and close the Internal Message to go back to the Accountable
Advance Screen.

14
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= Subject

* Body

Supporting Documents for Travel Advance OB_25BT_0

Mauri Imprest Team, Please see attached -

supporting document for teh Travel Advance
OB_25BT_0710.

Ko Rabwa, P

Step 4. Refer to the supporting documents to check and review the Accountable Advance details. After
checking the details, approve the Accountable Advance. Go to the Transition field and select the “Approve ”

transition from the dropdown list.

= ppplication ID

= Workflow Status

Workflow Process Status

Transition

= Advance Type

= fccounting Office

™
Approve ek a
Cancel

Y
Return for Modification

Step 5. Encode the note to the approver and click the Finish button.

Transition

spprove - =D

Step 6. Encode the note that will notify the officer who submitted the request. Then click the Finish button.

FreeBalance Confidential
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Language English -

. e
Step Note Advance is approved. To proceed wth L
preparation of Payment Voucher

b

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

Step 7. A message is displayed that the Workflow is executed. Click on the Ok button, this will complete the
approval of the Accountable Advance.

Accountable Advance

E - Workflow Transition Executed

3.2 How to record Advance Requests.

In case when preparing a Payment Voucher for an Advance request but the Accountable Advance is not yet
exist in IFMIS, Imprest Team will create an Accountable Advance in IFMIS on behalf of the Ministry. ** This
process shall only be done during the phase where in the travelling officers to pay are from Ministries that

are not yet using the IFMIS.

To create the Accountable Advance follow these steps.

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

il General Ledger * Suly Ledgers * Accountable Advances

Advance Type

16
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Step 2. Advance is displayed by default at Search Mode. Click the New button and provide the mandatory
details.

Accountable Advance

[ Search Mode ]

Application ID

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

= Application ID KAD BT 0712

= Workflow Status ~

= Advance Type

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

Advance Type

[ Search Mode ]

Application ID

17
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Advance Type

K3 N EB ES

Application Name

ID

1 Special Imprest

2 10% LPQ advance Payment
3 Standing Imprest

Step 5. Click the Lookup button on the field Payee.

= Advance Status o
UIpEr

o @

Step 4. Type in *VendorName/keyword  * in the Name field and click the Find button on the displayed
screen to search for the Travelling Officer to pay.

Vendor

[ Search Mode ]

Code
Eligibility Status
MName = by -

= TN Y T

Step 5. Click to select the Vendor/Travelling Officer.

18
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vendor

KN =S =N S

Code Mame Short Name
25 BOOBU TEBURAE

Step 6. Encode the Advance Limit Amount

Accountable Advance

KN =S =N

= Advance Status Open

=

BOOBU TEBURAE

= Payee
Holder Name
= Adwvance Limit Amount AUD

450 —————————

= Is Pay Advance In Single Installment 1

Step 7. Encode the Name and description of the Accountable Advance

* Name BOOBU TEBURAE Advance to North Tarawa

Description Advance request for travel to Morth Tarawa from August 1 to 3, 2023

Step 8. Click the Save button once done.
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+ Name BOOBU TEBURAE Advance to North Tarawa

Description Advance request for travel to North Tarawa from August 1 to 3, 2023

Advance Transaction Schedule Advance Transaction Actuals
“

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

Step 9. A message is displayed that the transaction is inserted. Click the Ok button.

Code KA _BT_0712 inserted

Step 10. Navigate to the Transition field and click on the dropdown list. Select the “Request for Approval”
from the list.

20
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Accountable Advance

K3 kS =B
[ Update/Delete Mode ]

= Application ID
= Workflow Status .

Worldflow Process Status
Transition -
-

Request for Approval

Step 11. Click the Transition button.

Workflow Process Status

Transition Request for Approval - @

Step 12. Encode the remarks on the step note for the next approver then click the Finish button.

Transition

Language English -

Step Note For approval

A

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

D En

Step 13. A message is displayed saying that the Transaction workflow transition is executed.

21
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Workflow Transition Executed

Step 14. Click Ok to complete the transition. The Status is now updated to Approval Requested. Since all

Accountable Advance Request will be routed to all Imprest Team, the advance is also now available for
approval.

=
Ij Notes on Accountable Advance:

1. A payment voucher will not be prepared and saved in IFMIS if the Accountable Advance is not approved.
2. The downloaded files submitted by the Line Ministries shall be used to attach to the Payment Voucher
during the PV preparation.

3. The Advances submitted will notify all Imprest Team in the IFMIS internal message. The approval is also
sent to all Imprest IFMIS Users.

3.3 How to prepare Payment Vouchers for Advance Requests

Based on the approved Accountable Advance, a Payment Voucher will be prepared by the Imprest Division
to release the requested fund.

3.3.1 How to prepare Payment Voucher for Imprest advances

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

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

Payment Voucher Work Flow Tracking

Reports

22
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Step 2. The Payment Voucher is displayed by default at Search Mode. Click the New button. All fields with (*)
are mandatory details.

Payment Voucher

[ Search Mode ]

Voucher Humber

Step 3. Select the “Payment for Imprest Request and Refund " from the dropdown list on the Payment
Voucher Classification.

Voucher Number

= Fizcal Year EY 2021

= Fiscal Period SArLAEY

= Voucher Date -
= Payment Voucher Classification

= Accounting Office For Direct Payment

Payment for Advances

Payment for Commitments

Payment for Imprest Request & Refund
Payment for Local Purchase Orders (LPQO)

= Payment Voucher Status

L PP S o N S

Step 4. Click the Lookup button in the Vendor field

Payment Voucher

KB KN =B R

= Paid Status

Mo

= Vendor @
|

Step 5. . If Vendor is not identified, click the lookup on the Vendor field. Type in *VendorName/keyword  *in
the Name field and click the Find button on the displayed screen to search for the Travelling Officer to pay.

23
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Vendor

[ Search Mode ]

Code

Eligibility Status

MName - - -

Mol IR N Y PR

Step 6. Click to select the Vendor.

Vendor

e Jafe] x|

Code MName Short MName
| 25 BOOBU TEBURAE

Step 7. Go to the field Payment Mode by Fund Type and select the applicable type from the list. Options will
be if the Advance cost will be charged to the Recurrent Budget, the select the Recurrent Budget Payments.

= Payment Location MFED Treasury -

= Payment Mode by Fund Type ‘
-

= Treasury Bank Account

RB - Recurrent Budget Payments
DE - Development Budget Payments

= Offset Code 631811

24
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Step 8. Type the code of the Bank Account in the blank field in Treasury Bank Account. If it is not known,
then click the look up on the Treasury Bank Account. Click the Find button on the displayed screen and click
to select the applicable Bank Account. For reference these are the list of GoK Bank Accounts to select from.

621231 No.1 Account

621232 No.4 Account

621233 No. 3 Account

621234 No.5 Account (Kiritimati)
621235 No0.6 Account (Stabex Fund)

O O O 0O ©

= Treasury Bank Account

Treasury Bank Account

[ Search Mode ]

I Application ID

Treasury Bank Account

2 N X ES

Republic of Kiribati - Base Configuratio.. I
FreeBalance Application Suite "

u

[ Selection Mode ] ik > Expenditures »

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

621212 State Fund Physical true Approved

621231 Mo.1 Account Physical true Approved

Step 9. Encode the narration of the PV

* Narration Payment for Travel Advance of BOOBU TEBURAE

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

25
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* pPayment Voucher Payment Details Attachments
: @ﬂ &

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

Step 11. Encode the amount and the description. The amount should be the same or lower than the
Advance Limit amount as approved in the Accountable advance.

Payment Voucher Line Item

Serial Number

+ Amount AUD 490.00 reiip—
Tax Amount AUD

Met Amount AUD o0.00

Unit Of Measure

Sub Ledger Type

e A
A

Is Advance Recovery I:I

Quantity Received
Unit Price AUD

+ Description

Advance ~lf—

Step 10. Click on the elements nview to edit the Coding Block of the PV Item. This will display the
dropdown list to select the accounts below.

26
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+ Coding Block

SUB HEAD: Select the Division that needs the Imprest.
FUND AGENCY: Select 1101- GoK if the PV is for recurrent budget, from series 2 codes if
from Statutory expenses, and from series 3 if from development fund expenditures.

0 PROJECTSelect 00000-Not Defined if the PR is from recurrent budget, else select the
appropriate.
LOCATION: Select from the list.
NAC: Select the 621271-Special Imprest from the dropdown list. Or Click the Lookup
button.and encode *Imprest* in the Abbreviation field. Click the Find button to display NAC.
Click to select the NAC.

SUE_HEAD 1101 - Administration -

FUNDING
AGENCY

PROJECTS

1101 - Government of Kinbati_Consolidate =

00000 - Mot Defined « Prev

=
|
L
=]
=

LOCATION 91 - MNational {Country Wide) -

MATURAL
ACCOUNT
CODE

COFOG

27
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Element

‘o fJafl=s] x[a)

[ Search Mode ]

Code

Concept NAC .

Abbreviation

*Imprest* -

Element

N N D =S

[ Selection Mode ]

Code Concept Abbreviation Description
621271 NAC Special Imprest Special Imprest
521272 NAC Standing Imprest Standing Imprest
0 COFOG:Select the applicable COFOG from the list.
Step 11. Click the Save and Return on the Coding Block to save the accounts selected.
28
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Coding Block

SUB_HEAD

FUNDING
AGENCY
PROJECTS

LOCATION

MATURAL
ACCOUNT
CODE

COFOG
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1101 - Administration
1101 - Government of Kiribati_Consolidate

00000 - Not Defined

91 - National (Country Wide)

621271 - Special Imprest

011 - Executive and legislative organs, fin:

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

Advance to approve.

Sub Ledger Type
+ Sub Ledger Code

+ Coding Block

Is Advance Recovery D

Quantity Received

Unit Price AUD

Accountable Advance

p & & ]

SUB_HEAD - Administration

FUNDIMNG AGEMCY - Government of Kiribati_Consclidated Fund {Appropriation)
PROJECTS - Mot Defined

LOCATION - National (Country Wide)

NATURAL ACCOUNT CODE - Special Imprest

COFOG - Executive and legislative organs, financial and fiscal affairs, external affairs,

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

FreeBalance Confidential
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Accountable Advance

Application ID

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

Accountable Advance

N N R ES

[ Selection Mode ]

Application ID Name

Advance Type

Advance Status
KAD BT 0712 BOOBU TEBURAE Advance to North Tarawa

Special Imprest

Open
Step 15. Click the Save and Return button.
Sub Ledger Type Accountable Advance -
e e N W
KAO_BT_07132 @, (S}
e L s J a J & J o
1101/1101/00000/91/621271/011 it
) 2 fFal s
Is Adwance Recowvery |:|
Sub Led Code D 1pti
" ger Code Descnption o 5060 TEBURAE Advance to North Tarawa
-

Quantity Received

Unit Price AUD

+ Description Advance

A
Original Amount AUD 0.00
t Voucher Itemn Tax Info
=
Select Serial Tax Tax  Tax Amount AUD Tax Amount
MNumber Percentage Foreign
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Step 16. Click the Save button. A message is displayed that the Payment Voucher is inserted.

* payment Voucher Payment Details Attachments
.3
| T | &

Select Serial Commitment Coding Block Description Amount AUD Tax Amount Net Amount
Number Item AUD AUD
] 1101/1101/00000/91/621271/011 Advance 450.00 0.00 490.00

3.3.2 How to send the Payment Voucher for Imprest Advances for review

Once saved, the PV is still available for update by the user who created it. The documents that were
downloaded from the review and approval of the Accountable Advance will be uploaded as supporting
documents for the PV. To send the PV for Treasury authorization, follow these steps.

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

FayiiSiie v Iavel Advaling o Laiooy LD meL

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

2 EE =8 R

Select Information Download

Step 2. Click the New button.

* Payment Voucher Line Items * Payment Voucher Payment Detzils Attachments

Select Information Download
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Step 3. Select the “PV Supporting Documents” from the field Attachment Classification an add the title and
description of the document to attach.

Application ID

Attachment Classification Y |

Language PV Supporting Documents

Title Absence form BT P
o

Description

Form for the absences from August 1 to 3 g
Step 4. Click the Choose File to add the document.

€ Open
Application ID 4 [ » ThisPC » Desktop »
i i Organize « Mew folder
Attachment Classification PV Supporting Docum g .
~
@ OneDrive Mame
Language .
English Dk
E This PC
+ Title :
Absence form BT _J 30 Objects () Absence Form
o [ Desktop @_j att
Description F he ab -
Form for the absences I‘:f] Documents .& Microsoft Edge
“r Downloads
+ Attachment " J’ Musi
usic
Date Time
=1 Dirtures

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

Attachment Classification PV Supporting Documents -

F .
snguags English -

© Title Absence form BT

Description Form for the absences from August 1 to 3

Absence Form.docx

« Attachment

Date Time

Date

User

<O

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

— T T T

Select Imformation Download
Title:Absence form BT Absence Form.docx
By Size: 9.8
Buike On 12/7/2023
Marea

Step 7. Navigate to the Transition field of the screen and select the “For Authorization
list then click the Transition =N button.

FreeBalance Confidential
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Transition

Posting Status

Request for Authonization - @

Cancel

Request for Authonzation

Step 8. Encode the remarks on the step note for the next approver then select the approver from the

dropdown list.

Language

Step Note

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

Tiebane Merimer
Toromon Metutera

Step 9. Click the Finish button. A message is displayed saying that the workflow transition is executed.

Language

Step Note

@u==

English -

for your review.
o

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

Review
James Ruatu hd

=
Ij Notes on Payment Voucher for Advance Request

1. The downloaded files submitted by the Line Ministries are used to attach to the Payment Voucher during
the PV preparation.
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2. Upon final approval of the Payment Voucher, the transaction is posted as a debit to the Accountable
Advance.

3.4 How to record the retirement of Advance requests

The IFMIS Journal Voucher will be used to record the retirement of the Imprest. Line ministries must provide
the scanned copy of all receipts and forms required to report the actual expenses. This must then be
attached by the Imprest section to the retirement record.

The process of retirement of advances may depend on the following scenarios:

- If Actual Expense amount is same or equal to the Advances releases;
- If Actual Expense amount is more than the Advances releases (with reimbursements);
- If Actual Expense amount is less than the Advances releases (with refunds); and

3.4.1 Retirement of Advances (Actual Expense = Advances)

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

" Ganeral Ladger

Support Entities

Sub Ledgers

Account Inguiry

Extended Account Inguiry

Reports

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

35
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Journal Voucher

[ Search Mode ]

Voucher Mumber

Step 3. Select the “Retirement of Imprest” from the dropdown list in the Journal Voucher Classification

= Type

1
T
w

= Journal Voucher Classification
v | —

Reference Number Month/ Year End Adjustments
Reallocation Adjustment

Journal Voucher Type Retirement of Imprest

Step 3. Encode the narration of the JV Transaction

= Marration

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

Eum

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

** The steps 5 to 10 will be the normal process of retiring an Advance Request where the expenses shall be
closed against the Commitment processed and approved from the Line Ministries. At this stage, = where
the Ministries are not yet using IFMIS, the Commitment is not yet created . To record the actual expenses,
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the Imprest Team shall enter the expenses from the preparation of Journal Voucher. To do it, follow the
numbers 1 to 6.

1. Click the New button in the JV Items.

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

2. Encode the Description and the amount of the expense

* Description -

3. Encode the amount of the actual expenses incurred.

| - Debet auo 9000 ~— |

4. Click the Elements View in the Coding Block

+ Coding Block

5. Complete the details for the segments of the Accounts
a. SUB HEAD: Select the Division of the imprest

b. 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.
c. PROJECTSelect 00000-Not Defined if the PR is from recurrent budget, else select the
appropriate.
LOCATION: Select from the list.
. NAC: Select the applicable expense codes from the dropdown list.
f. COFOG: Select the applicable COFOG from the list.
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Coding Block
HFA
FUNDING I .
ACENCY 1101 - Government of Kiribati_Consolidate |
(=
PROIECTS 00000 - Mot Defined + Prewv 1-500
HoeATIon 91 - Mational (Country Wide) -
MATURAL
ACCOUNT 227212 - Travel Allowance -
CODE
R 011 - Executive and legislative organs, fini -

6. Click the Save and Return button. Clicking the Save and Return button will complete the Debit entry of
expense for the Advance Request.

HEA
SUB_HEAD 1101 - Administration -
':,”_.NI.:)IH"" 1101 - Government of Kiribati_Consolidate |
AGENCY

(=

FROIECTE 00000 - Mot Defined - Prev, 1-500
HOEATION 91 - National (Country Wide) -
MNATURAL
ACCOUNT 227212 - Travel Allowance -
CODE
R 011 - Executive and legislative organs, finh

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

38
FreeBalance Confidential



S
FreeBalance

Journal Voucher Item

Serial Number

+ Coding Block

Sub Ledger Type

+ Description

Commitment (PO)

Coammitmant (DO Tiam

Not Applicable

., I N

E

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

don’t remember the code, click the Lookup button then type * VendorName* click the find button on the
vendor. This will display the Vendor to pay. Click on it to select the Vendor. The Vendor Code will be

displayed in the Commitment Screen.

Commitment

N S El ES e

[ Search Mode ]

Fiscal Year

Fiscal Period
Issue Date

Budget Office
Waorlflow Status
Posting Status

Mot Posted Reason
Origin

Vend
endor 25

Step 7. Click the Find button in the Commitment.

FreeBalance Confidential
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Commitment

N 9 =D Ea@D

[ Search Mode ]

Fiscal Year

Fiscal Penod

Step 8. This will display all commitments based on the Vendor used as filter

. Click to select the Commitment.

Commitment
[ 0 ] Q |
[ Selection Mode ]

Commitment Fiscal Year Fiscal Period Budget Office Workflow Status Workflow Process Amount AUD

Number Status

COMM-23-08- 2023 MAR

0001

Amount FC
0801

Balance AUD Balance FC
Approved Approved 490.00 0.00 490.00 0.00

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

Journal Voucher Item

Serial Number

+ Coding Block A
1/042 o
Sub Led T
u ger Type Mot Applicable

« Description

Commitment (PO)

o
« Commitment {PO) Item

1

(]

Cloze Remaining Commitment (PO) Item

+ Debit AUD

450.00

Step 10. Click the Save and Return button on the Line Item screen. This JV Item will be the debit to the
Expense Codes from the Commitment. This will also close the commitment and will be transferred to the
Actual.
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Transaction Mumber
Payee Reference

I= Mormal Roll Up &pplied

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

Attachments

Select Correlative Coding Block Debit Amount AUD Debit Amount FC Credit Amount AUD  Credit Amount FC
1D

n 0801/1101/00000/51/227211/042 450.00 0.00 0.00 0.00

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

+ Coding Block

ry
1/000 s

Accountable Advance -

+ Sub Ledger Code 9

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

Sub Ledger Type

Accountable Advance

‘oJaJa] <[ ay

[ Search Mode ]

Application ID
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Accountable Advance

KN N =N ES

[ Selection Mode ]

Application ID Name
1 Tables
AD-22-17-0001

AD-22-17-0002

James Taom Advance for Cook Island

Teiboun Bamaere Travel Advance

AD-22-17-0005

Travel advance for Teibouri Bamaere

AD-22-17-0006
AD-23-17-0001
AD-23-17-0002

Second Travel Advance to James Taom
Teibouri Bamaere- Travel Adv, Jan 2023

Advance payment for PO-23-17-0003

Advance Type

10% LPO advance Payment

Special Imprest
Special Imprest
Special Imprest
Special Imprest
Standing Imprest

10%: LPO advance Payment

Step 15. Encode the description, Select the “Recovery " from the dropdown list and update the amount
based on the retired amount.

+ Coding Block

Sub Ledger Type

* Sub Ledger Code

Sub Ledger Code Description

+ Advance Amount Type

+ Description

Commitment (PQ)

Commitment (PQ) Item

Close Remaining Commitment {PO) Item

+ Debit AUD

Debit FC

+ Credit AUD

Accountable Advance -
0B_25BT_0710
Recovery - _

Retirement of Travel Advance

g

0.00
0.00

450.00

—-———

Step 16. Click the save button once done.

executed.
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Select Cnrrelatme Coding Block Debit Amount AUD Debit A FC Credit A t AUD  Credit Amount FC

0801/1101/00000/91/227211/042 450.00 0.00 0.00 0.00

0101/1101/00000/91/621271/000 0.00 0.00 490.00 0.00

' .|= Attachments

Step 17. Navigate to the Transition field of the screen and select the “For Review “from the dropdown list
then click the Transition =N button.

Transition L
Request for Authorization -

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

Language

English -
Step Note for your review.
P '
Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.
Transition Application Users
REIN’. [0
-
-

Tiebane Merimer
Toromon Metutera

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

Step Note .
for your review.

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

Transition Application Users

Heview

==

Ef
Notes on Journal Voucher for Advance Request

James Ruatu -

1. The retirement of the Advance Request will be deducted from the Balance in Accountable Advance.
2. When the advance amount is fully retired, the Imprest Team can close the Accountable Advance.

3.4.2 Retirement of Advances (Actual Expense > Advances)

In instance when an individual or office, spent more than the requested advances. Reimbursement, or
payment for the excess expense must also be released. To do this, the imprest unit must create again the
Payment Voucher instead of the Journal Voucher, to retire, and at the same time make the necessary
payment.

Step 1. Navigate the Menu > Expenditures > Payment Voucher

F ) Expenditures

Payment Vouchers

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

[ Search Mode ]

Step 3. Select the “Payment for Imprest Request and Refund " from the dropdown list on the Payment
Voucher Classification.

= Payment Voucher Classification

= Accounting Office For Direct Payment
Leave Grants
Payment for Advances

= Payment Voucher Status Payment for Commitments
-
Payment for Local Purchase Orders (LPO)
* Posting Status Payment for Payroll Expenses

Step 4. Click the Lookup button in the Vendor field

Payment Voucher

KN =N =N E

= Paid Status —

= Vendor @

Step 5. If Vendor is not identified, click the lookup on the Vendor field. Type in *VendorName/keyword ~ *in
the Name field and click the Find button on the displayed screen to search for the Travelling Officer to pay.
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[ Search Mode ]

Code

Eligibility Status

Name - - -

F ] Ty Y P

Step 5. Click to select the Vendor.

Vendor

KN S =B ES

Code Name Short Name

| 23 BOOBU TEBURAE

Step 6. Go to the field Payment Mode by Fund Type and select the applicable type from the list. Options will
be if the Advance cost will be charged to the Recurrent Budget, the select the Recurrent Budget Payments.

= Payment Location MFED Treasury -

= Payment Mode by Fund Type ‘
-

= Treasury Bank Account

RB - Recurrent Budget Payments
DB - Development Budget Payments

= Offset Code 631811

Step 7. Type the code of the Bank Account in the blank field in Treasury Bank Account. If it is not known,
then click the look up on the Treasury Bank Account. Click the Find button on the displayed screen and click
to select the applicable Bank Account. For reference these are the list of GoK Bank Accounts to select from.
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621231 No.1 Account

621232 No.4 Account

621233 No. 3 Account

621234 No.5 Account (Kiritimati)
621235 No0.6 Account (Stabex Fund)

= Treasury Bank Account @

Treasury Bank Account

ojajs)xla)

[ Search Mode ]

O O O O O

I Application ID

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

.
FreeBalance Application Suite |
| o] a " ..

[ Selection Mode ] ik » Expenditures »

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

621212 State Fund Physical true Approved

621231 Mo.1 Account Physical true Approved

Step 8. Encode the narration of the PV

* Narration Payment for Travel Advance of BOOBU TEBURAE

** The steps 9 to 17 will be the normal process of retiring an Advance Request where the expenses shall be
closed against the Commitment processed and approved from the Line Ministries. At this stage, where the
Ministries are not yet using IFMIS, the Commitment is not yet created

Step 9. Click the Import Commitment Item button under the Tab Line Item to select the corresponding
Commitment created for Travel Expense/Advance.
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* Payment Voucher Payment Details

Select Serial Commitment Coding Block

Description
Number Item

Attachments

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

Commitment Item

e JaJe] x (&

[ Search Mode ]

Serial Number

Status

Step 11. The list of all approved commitment items for the selected Vendor will be shown. Click on the
Checkbox beside the Commitment Item selected, then click Return

Commitment Item

IFMIS - TRAINING INSTANCE
s
Selection Mode ]

FreeBalance Application Suite vy’

[}
o o

4 > Expenditures >

. Select  Obligation Created On Serial Number  Coding Block
—f = 20/7/2023 13:16:04 1

Select All | Select None
Amount Domestic Description
1101/1101/00000/91/227211/000

490.00 Shipfair Advance

Step 12. Commitment item details such as the amount, coding block and description. Open the said item, by
clicking on it.

* Payment Voucher Line Items

= Payment Voucher Payment Details

Attachments

LT A

Select Serial Commitment Coding Block Description
Number Item

Amount AUD Tax Amount Net Amount
AUD AUD
1 =3 _ 1101/1101/00000/91/227211/000 Shipfair Advance |

Amount FC Tax Amount FC Net Amount FC

490.00 0.00 490.00 0.00 0.00 0.00

Step 13. From the Payment Voucher Items screen, tick the “Is Recovery” checkbox. This will prompt the
Accountable Advance field where users can link the Advance to be recovered or retired
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490.00

Tax Amount AUD
= Net Amount AUD

Unit Of Measure

= Obligation -
= Commitment Item 1

= Close on Approval D

Sub Ledger Type Not Applicable

= Coding Block 1101/1101/00000/91/227211
jot » I &
7
Is Advance Recovery @
= Accountable Advance E ‘

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

= Accountable Advance

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

FreeBalance

Accountable Advance

KN N EER ES

[ Search Mode ]

Application ID

Workflow Status

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

N N Il ES

[ Selection Mode ]

Application Name Advance Type Advance Status
i)

KAQ 17 0729 Test if simultaneous Special Imprest QOpen

KAOQ BT 0712 BOOBU TEBURAE Advance to North Tarawa Special Imprest Open

KAO TST 0729 Test Special Imprest Special Imprest Open

Step 17. The Accountable Advance ID and the full amount will be reflected from the Payment Voucher Item.
This will bring the amount for payment to zero, since this fund was already advanced and released. Click the
Update and Return button to reflect the changes made.

Payment Voucher Line Item

= Serial Number
= Amount AUD
Tax Amount AUD
= Net Amount AUD 190.00

Unit Of Measure

- Commitment Trem .

- Close on Approval (]

Sub Ledger Type Jot Applicable

- Coding Block =
/000 P

Is Advance Recovery

- Advance Recovery Amount AUD

490.00
Advance Recovery Amount FC S
Quantity Received
Unit Price AUD
= Description Shipfair Advance
=

Select Serial Tax Tax Tax Amount AUD Tax Amount

Number Percentage Foreign

< |

** *The steps 18 to 20 will be process of adding the additional actual expense incurred, and must be
reimbursed to the payee.
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Step 18. Add another line item for the additional expense incurred. Again, from the Payment Voucher line-

item tab, click New.

*# Payment Voucher Line Items = Payment Youcher Payment Details Attachments
"
EDES B

Select Serial Commitment Commitment Coding Block Description
Number Ttem

1 1

€]

1101/1101/00000/91/227211/000 Shipfair Advance

Step 19. Encode the amount and the description. Click on the elements Bview to edit the Coding Block

of the PV Item. This will display the dropdown list to select the accounts below.

+ Coding Block

SUB HEAD: Select the Division that needs the Imprest.

FUND AGENCY: Select 1101- GoK if the PV is for recurrent budget, from series 2 codes if
from Statutory expenses, and from series 3 if from development fund expenditures.

0 PROJECTSelect 00000-Not Defined if the PR is from recurrent budget, else select the
appropriate.

LOCATION: Select from the list.

0 NAC: Select the 621271 -Special Imprest from the dropdown list. Or Click the Lookup
button.and encode *Imprest* in the Abbreviation field. Click the Find button to display NAC.
Click to select the NAC.

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

‘ = Serial Number

= Amount AUD 20.00 ‘

Tax Amount AUD P

= Net Amount AUD

¥
=]
o

Unit Of Measure
-

Sub Ledger Type

Applicable

= Coding Block -
/000 i

Is Advance Recovery [:]

Quantity Received

Unit Price AUD

= Description . .
Additional Expense Actually incurred

’ ‘

Step 20. Click the Save and Return button.

Payment Voucher Line Item

Unit Of Measure
-
Sub Ledger Type Not Applicable
= Coding Block -
/000 #
Is Advance Recovery D
Quantity Received
Unit Price AUD
* Description Additional Expense Actually incurred
s
| T
Select Serial Tax Tax Tax Amount AUD Tax Amount
Number Percentage Foreign

52

FreeBalance Confidential



F—
FreeBalance

Step 21. Click on the Attachments Tab. Click New to add the supporting receipts and other documentations
as submitted by the Beneficiary.

* Payment Voucher Line Items * Payment Voucher Payment Details Attachments -——————
EDER

(113

Step 22. Select the “PV Supporting Documents” from the field Attachment Classification an add the title and
description of the document to attach.

Application ID

Attachment Classification PV Supporting Documents - -

Application L h
pplication Language English -
= Title
Receipts and Payment Forms T
V]
Description Receipts and Payment Forms to retire > ————
advances and report other expenseq &

Choose File | No file chosen

= Attachment

Dimbs Time

Step 23. Click on the “Choose File"” button and select the scanned documents saved from your local folder.

Information

Application ID

Attachment Classification PV Supporting Documents .
Application Language English .
= Title
Receipts and Payment Forms
i
Description Receipts and Payment Forms to retire -
advances and report other expenseq 4

= Attachment

e,
| Choose File jNo file chosen
——

Dot T

Step 24. Click Save and Return

FreeBalance Confidential
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Attachment Classification
Application Language

= Title

Description

= Attachment

Date Time
Date

User

S =Ea

PV Supporting Documents -
English -
Receipts and Payment Forms

Receipts and Payment Forms to retire
advances and report other expenses

Choose File | Test PDF Attachment 2 pdf

[
FreeBalance

Step 25. Click the Save button. A message is displayed that the Payment Voucher is inserted.

* payment Voucher Line Items * payment Veucher Payment Details Attachments

EN KN =N 50 N i7E N

Select  Serial Commitment Commitment Coding Block Description Amount AUD
Number Ttem

1 1 5 1101/1101/00000/91/227211/000 Shipfair Advance

2 1101/1101/00000/91/227111/000 Additional Expense Actuall

incurred

Tax Amount Net Amount Amount FC Tax Amount Net Amount
AUD AUD FC FC
0.00 490.00 0.00 0.00 0.00
0.00 20.00 0.00 0.00 0.00

|

Step 26. Proceed with the process of Review and approval as discussed in the previous sections 3.3.2 How to

Send Payment Vouchers for Review.

NOTE: The total payable amount to be reflected in this Payment Voucher is the Additional Expense cost.

Entry after approval is as follows:

Local Airfares/Shipfares 490.00

Bus Ticket

20.00

Imprest Special

Trade Credit and Advances

FreeBalance Confidential
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3.4.3 Retirement of Advances (Actual Expense < Advances)

For instances where the expenses are less than the Advance Request, the travelling officer will give back the
unused advance amount. This will be recorded in IFMIS Revenue Voucher, while actual expenses will be
recorded still through the Journal Voucher.

To record the actual expenses:

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

‘ General Ledger

Support Entities

Sub Ledgers

Account Inguiry

Extended Account Inquiry

Reports

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

Journal Voucher

[ Search Mode ]

Voucher Mumber

Step 3. Select the “Retirement of Imprest” from the dropdown list in the Journal Voucher Classification
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= Type

]
T
w

= Journal Voucher Classification
v | —

Reference Number Manth/ Year End Adjustments
Reallocation Adjustment

Joumal Voucher Type Retirement of Imprest

Step 3. Encode the narration of the JV Transaction

= Marration

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

o
EDum

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

** The steps 5 to 10 will be the normal process of retiring an Advance Request where the expenses shall be
closed against the Commitment processed and approved from the Line Ministries. At this stage, = where
the Ministries are not yet using IFMIS, the Commitment is not yet created . To record the actual expenses,
the Imprest Team shall enter the expenses from the preparation of Journal Voucher. To do it, follow the
numbers 1 to 6.

1. Click the New button in the JV Items.

e
Eun

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

2. Encode the Description and the amount of the expense
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* Description P

3. Encode the amount of the actual expenses incurred. In this example, out of AUD 490 released, only 460 is
the actual expensed.

= Debit Amount AUD 460.00 i——

4. Click the Elements View in the Coding Block

+ Coding Block

5. Complete the details for the segments of the Accounts
a. SUB HEAD: Select the Division of the imprest

b. 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.
c. PROJECTS Select 00000-Not Defined if the PR is from recurrent budget, else select the
appropriate.
LOCATION: Select from the list.
. NAC: Select the applicable expense codes from the dropdown list.
f. COFOG: Select the applicable COFOG from the list.

Coding Block

SUB_HEAD 1101 - Administration v ﬂ
FUNDING

1101 - Government of Kiribati_Consolidate
PROJECTS

4

00000 - Not Defined Prev 1-500 v

LOCATION 91 - National (Country Wide) v ﬂ

NATURAL
ACCOUNT
CODE

COFOG

4

4

e [END
227211 - Local Airfares/ Shipfares Prev 1-500 + Next ﬂ

6. Click the Save and Return button. Clicking the Save and Return button will complete the Debit entry of
expense for the Advance Request.
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Coding Block

SUB_HEAD 1101 - Administration
f{\n[\jd 1101 - Government of Kiribati_Consolidate
AGENCY
P —

PROJECTS 00000 - Not Defined

OCA

LOCATION 91 - National (Country Wide)
F":‘TL RHL, 227211 - Local Airfares/ Shipfares
ACCOUN

CODE

COFOG

000 - Not Defined

Exn

4

4

4

KN KN

Prev 1 -500

KN KN

Prev. 1 -500

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

Commitment

Journal Voucher Item

Serial Number

+ Coding Block

Sub Ledger Type

+ Description

Commitment (PO)

Cammitmant (DO Ttam

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

don’t remember the code, click the Lookup button then type * VendorName* click the find button on the
vendor. This will display the Vendor to pay. Click on it to select the Vendor. The Vendor Code will be

displayed in the Commitment Screen.
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Commitment

KN S EE ES ke

[ Search Mode ]
|

Fiscal Year

-
Fiscal Period

-
Issue Date
Budget Office
Workflow Status -

Posting Status
Mot Posted Reason

Origin
Vendor
—_—l 2 R

Step 7. Click the Find button in the Commitment.

Commitment

KN N D =S

[ Search Mode ]

Fiscal Year

Fiscal Period

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

Commitment

N =N EN ES

[ Selection Mode |

Commitment Fiscal Year Fiscal Period Budget Office Workflow Status  Workflow Process Amount AUD Amount FC Balance AUD Balance FC
Number Status

3 2023 uL 1101 Approved Approved 490.00 0.00 490.00 0.00
z 2023 L 1101 Approved Approved 490.00 0.00 490.00 0.00
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Step 9. The Coding Block and amount is auto populated by the details from the PO. Encode the description.
Ensure also that the field “Close Remaining Commitment (PO) Item” is ticked. This is to close the remaining
commitment amount and bring back the remaining balance to the Budget Control.

Journal Voucher Item

Correlative ID

= Coding Block » - :l
’ 1101/1101/00000/91/22?211 y B ﬂ
/000 #~

Sub Ledger Type

Not Applicable
= Description —_— ,
Actual Expense Incurred for Travel
~
= Commitment (PQ) Item
—_—T 1 -

Close Remaining Commitment (PO) Item

= Debit Amount AUD —_— 460.00

Step 10. Click the Save and Return button on the Line-Item screen. This JV Item will be the debit to the
Expense Codes from the Commitment. This will also close the commitment and will be transferred to the
Actual.

Transaction Mumber
Payee Reference

Iz Mormal Roll Up Applied v

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

-lm Attachments

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

1101/1101/00000/91/227211/000 460.00 0.00 0.00 0.00
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Step 12. On the screen, complete the Coding Block for the imprest. And click on the Sub ledger Code Lookup
button.

Journal Voucher Item

Correlative ID

= Coding Block

/000 %

e : @

Sub Ledger Type
= Sub Ledger Code

= Description

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

Accountable Advance

‘o Jafs[ x[a)

[ Search Mode ]

Application ID

Step 14. Click the Advance from the list.

FreeBalance

Accountable Advance

N N EN ES

[ Selection Mode 1

Application Name
j )

KAQ 17 0729 Test if simultaneous

KAO BT 0712 BOOBU TEBURAE Advance to North Tarawa

Advance Type

Special Imprest

Special Imprest

Advance Status

B
3
]

KAQ TST 0729 Test Special Imprest

Special Imprest

<1
E
5

o o o
=]
‘m
E]

Step 15. Encode the description, Select the “Recovery ” from the dropdown list and update the amount

based on the retired amount.
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Journal Voucher Item
= Coding Block
oding Bloc ——— 3 1101/1101/00000/91/621272 - n ﬂ |
/000

Sub Ledger Type
= Sub Ledger Code

—_— KAQ_TST_0729

Sub Ledger Code Description

Test Special Imprest
= Advance Amount Type Recovery -
= D ti
eseription — Retirement of Travel Advance

Commitment (PO)

Commitment (PO) Item

Close Remaining Commitment (PO) Item D

= Debit Al t AUD

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

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

| .|= Attachments

Select Cnrrelatme Coding Block Debit Amount AUD Debit A FC Credit A t AUD  Credit Amount FC

0801/1101/00000/91/227211/042 450.00 0.00 0.00 0.00

0101/1101/00000/91/621271/000 0.00 0.00 490.00 0.00

Step 17. Navigate to the Transition field of the screen and select the “For Review “from the dropdown list
then click the Transition =N button.

Transition L
Request for Authorization -

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

English -
Step Note f .
OF YOUr TEVIEW.
P g
Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.
Transition Application Users
Review
-
-

Tiebane Menmen
Toromon Metutera

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

Language English -

Step Note F .
Or YOUr Feview.

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

Transition Application Users

Review

@==

3.5 How to record the Revenue Voucher

James Ruatu -

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

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

Revenue Voucher Target Stage

] Reports

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

Revenue Voucher

[ Search Mode ]

= Voucher Mumber

Step 3. Select the “Collection from Imprest” from the dropdown list in Collection Classification

= Collection Classification -

-

* Revenue Invoice Type Collection from Imprest

Collection from NonTax Revenue
Collection from Cuter Islands
Collection from Poster Sales
Collection from Tax Revenue
Posting Status From Wendor Overpayments

= Invoice Workflow Status

Step 4. Click on the Lookup button on the Customer and click on the find button for the displayed screen.
Click to select the Travelling Officer.

Customer @
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Customer

[ Search Mode ]

= Code

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

Customer

K3 N 1 ES

Republic o

Code Mame Short Name Currency
13 ARIERA TAUAMNIBURE AUD
15 BaMIAMN ATUERL BAMIATUE AUD
17 KIRIBATI NURSE ASSOCIATION ENA AUD
18 BARAMIKO RUITI BARARUIT AUD
21 BETEROO MEREKE BETEMERE AUD
25 BOOBU TEBURAE AUD
30 BETIO TOWMN COUNCIL ETC AUD
33 MATAMG TEKITANGA MATATEKI AUD

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

« Customer - el -

Collected from (Mame of Individual)

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

ceipt FiEthe Cash -
= Receiving Location MFED Treasury -
= Receipt Mode

- -_
* Bank Account Recurrent Budget - Payments
Development Budget - Payments

_(ffset Code =

Step 8. Bank Account: Click on the Lookup button and click on the find button for the displayed screen. Click
to select the applicable item from the list. Or the User can type in directly the codes of the Bank Accounts
a. 621231 No.1 Account
621232 No.4 Account
621233 No. 3 Account
621234 No.5 Account (Kiritimati)
621235 No.6 Account (Stabex Fund)

| = Bank Account @ |

Treasury Bank Account

man o

[ Search Mode ]

| Application ID

Step 9. Click to select the Bank Account. The selected code will be displayed in the field Bank Account.
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Treasury Bank Account Republic of Kiribati - Base Configuratio.. I

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

[ Selection Mode ] & >

» Expenditures »

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

621212 State Fund Physical true Approved

621231 No.1 Account Physical true Approved

= Bank Account §21231 |

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

I = Marration

Step 11. Click the New button under the tab RV Items and provide the following.

* F!" Ttems * RV Payment Details Attachments Additional Information
Select Currelal]ve Quantity Coding Block Unit Price AUD Price AUD

Step 12. Encode the item description; quantity is defaulted at 1 and amount of the collection in the Unit
Price
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+ Description
Unit OFf Measure

« Unit Price AUD

0.00 | —ff—

Unit Pnce FC 0.00

e L&
P

Sub Ledger Type Mot Applicable -

+ Quantity

1.000 | —

Step 13. Coding Block: Click on the Elements View button to add the details of the Codes. Select the
applicable codes from the dropdown list.

+ Coding Block

SUB HEAD: Select the Division of the Imprest.
FUND AGENCY: Select 1101- GoK for recurrent budget, from series 2 codes if from Statutory
expenses, and from series 3 if from development fund expenditures.
0 PROJECTSelect 00000-Not Defined if the PR is from recurrent budget, else select the
appropriate.
LOCATION: Select from the list.
NAC: Select the code 621271- Special Imprest from the list.
COFOG: Select the applicable COFOG from the list.

* Coding Block
S

Sub Ledger Type

Accountable Advance -

* Sub Ledger Code “

Step 14. Click the Lookup on the Sub ledger Code displayed. Click the Find button in the Sub ledger Code for
the Advance Request.
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. .
Description Retirement of OB- Travel Advance

Unit Of Measure

-
= Unit Price AUD 10
Unit Price FC 0.00

* Coding Block
oz (I RN N
o

Sub Ledger Type Accountable Advance -

% Sub Ledger Code

Accountable Advance

KB N =R Ea@

[ Search Mode ]

Application ID

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

Accountable Advance

KN N R ES

[ Selection Mode ]

Application ID MName Advance Type

i Tables 10% LPO advance Payment
AD-22-17-0001 James Taom Advance for Cook Island Special Imprest
AD-22-17-0002 Teibouri Bamaere Travel Advance Special Imprest
AD-22-17-0005 Travel advance for Teibouri Bamaers Special Imprest
AD-22-17-0006 Second Travel Advance to James Taom Special Imprest
AD-23-17-0001 Teibour Bamaere- Travel Adv, Jan 2023 Standing Imprest
AD-23-17-0002 Advance payment for PO-23-17-0003 10% LPO advance Payment

Step 13. Go to the tab RV Payment Details to add the details of the collected amounts. Click the edit link
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* RV Items * RV Payment Details Attachments Additional Information
“

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

Step 14. Encode the reference number for the collection. This maybe the date the cash was collected or any
deposit number. This is either the check number or deposit number.

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

Reference Number

-

1= Issuing Bank

Cheque/Collection Date -

Step 16. Click the Save button when done. A message is displayed that the Transfer Voucher workflow is
executed.

* RV Items * RV Payment Details Attachments Additional Information
“

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

Step 17. Navigate to the Transition field of the screen and select the “For Authorization  “from the
dropdown list then click the Transition =N button.
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Transition Request for Authorization - @

Posting Status

Cancel

Request for Authonzation

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

Language

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

Tiebane Merimer
Toromon Metutera

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

Language English -

Step Note for your review.

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

Revew James Ruatu hd
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3.6 How to close Advance Requests

When the Advance request is fully retired, Imprest Team will close the Accountable Advace. To do this,
follow these steps.

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

il General Ledger * Suly Ledgers » Accountable Advances

Advance Type

Step 2. Enter the filters needed to search for the Accountable Advance. Click the Find button.

Accountable Advance

KN N EE

[ Search Mode ]

Advance Type

Accounting Office

Purchase Order

PO Advance Limit Percentage

Advance Status

Step 3. Click to select the Advance to close.
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Accountable Advance Republic of Kiribati - Base Con

[ Selection Mode ] 4 » General Ledger » Sub Ledgers > Accountable A

Application ID Name Advance Type Advance Status
KAQ BT 0712 BOOBU TEBURAE Advance to North Tarawa Special Imprest Open

Step 4. Go to the Transition button and select the “Close” Transition

= Application ID
= Workflow Status

Workflow Process Status

Transition -
b

* Advance Type Cclose

4 Review and Approval of all Vouchers

4.1 How to process approval of Payment Vouchers

Payment Vouchers are prepared by Line Ministries. All PVs authorized by the Responsible Officer is routed
to Treasury for checking and approval.

4.1.1 How to review Payment Vouchers

Step 1. After logging in, click the (i) to display the Internal Messages.
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Republic of Kiribati -

FreeBalance BSlRal  Internal Messages

You have 1 New Messages.

DET LLETG]
B

Session Details

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

Internal Messages

You have 1 New Messages.

Dashboard
=]

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 Payment Voucher. This will open the details of the PV.

[ © | [ D |
Select All | Select None
Select  Status From D Subject Posting Date  Reading Date  Due Date Action Date
Tekoom Tebike 24032 There is 2 new Payment Voucher (Code = PV-23-17-0007) transition assigned to
| O e ' h ;

Step 4. Click on Update Domain button on the displayed Internal Message screen
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From

Organization Name

Subject

Body

Tekoom Tebike

Administration

There is a new

Transaction = Payment Voucher
Transaction Id = 82
Code = PV-23-17-0007

ment Voucher (Code = PV-

23-17-0007) transition assi¢

Description = Retirement of Advances and payment of Actual expenses
Options Available: Prepared, Treasury Reviewed

Entity

Payment Vouch ﬂ

[
FreeBalance

Step 5. The system will open the screen for the PV for review. Review the details of the PV.

Payment Voucher

ECH =S BN E<E TN iEE

[ Update/Delete Mode ]

= Fiscal Year

* Fiscal Period

= Voucher Date

* Payment Voucher Classification

*= Accounting Office

* Payment Voucher Status

Workflow Process Status

Transition

*= Posting Status

= 0Origin

= Currency

= Exchange Rate

= Total Amount AUD

JuLy

29/7/

1702

Approval Requested

Ministry Authorized

AUD

Payment for Imprest Request & Refund

20.00

FreeBalance Confidential
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= Payment Location MFED Treasury .
- Fi Ty
Payment Mode by Fund Type Recurrent Budget - Payments -
reasury Bk Account — e |
» Payment Term Immediate .
Created Date
Approved By
Approved Date
= Narration Retirement of Advances and payment of Actual expenses
* Payment Voucher Payment Details. 1 Attachments
Em ==
Select  Serial  Commitment Commitment Coding Block Description
Number Item
B 1 1 1101/1101/00000/91/227211J000 Shipfair Advance
(/] 2 1101/1101/00000/91/227111/000 Additional Expense Actually.

incurred

Amount AUD

490.00

20.00

Tax Amount
AUD

0.00

0.00

Net Amount
AUD

490.00
20.00

Amount FC

0.00

0.00

S
FreeBalance

Tax Amount
FC

0.00

0.00

Net Amount
FC

0.00

0.00

Step 6. Go to the tab Attachment by clicking it. The document is displayed as a line item. Click the link to the
file to download the document.

* Payment Voucher Line Items

* Payment Voucher Payment Details 1 Attachments -

KN KN EB =D

Select Information

Title:Receipts and other Retirement forms

By:

Rotiria on:
Rutita

30/7/2023

Receipts and other support documents.pd

Size:

36.7

KB

Step 7. After the review, go up to the Transition field and select the “Check by Treasury " from the

dropdown list. The Transition Ebutton is displayed. Click on it to proceed.

Transition

Check by Treasury

Note : In case, the Payment Voucher needs to be returned to prepared for modification, select “Return for

Mo d i f i c andicliockitie Transition button. This will be sent back to Prepared status.

M E

Transition

Return for Modification

FreeBalance Confidential
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Step 8. Encode the step note as an instruction or information to the next approver user. And then click the
Finish button

Transition

Application L
pplication Language English .

Step Note ~-—

|
Eu=

4.1.2 How to approve Payment Vouchers

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

After the Payment Voucher is reviewed and sent for Approval, this will be sent accordingly to the assigned
staff in Treasury, as based on the Voucher amount threshold set:

- Less than or equal to AUD 99,999
- AUD 100.000 to 499,999
- AUD 500,000 and above

The process of approval will be the same in all cases. To approve the Payment Vouchers, follow these steps.

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

Republic of Kiribati -

FreeBaIance FroaBatan Internal Messages

You have 7 New Messages.

DECLLLETS
=

Session Details

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

You have 7 New Messages.

DETH L LEL
=]

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 Payment Voucher. This will open the details of the PV.

Internal Message

[ 0
Salect All |
Select Status  From v} Subject Posting Date Reading Date Due Date Action Date
(] L] f—
) 24018
O .

Step 4. Click on Update Domain button on the displayed Internal Message screen

Internal Message
[ e |

D
From

O ization N
rganization Name Treasury

Subject -

here is a new Payment Voucher (Code = PV-23-17-000

Bod
Y Transaction = Payment Voucher

Transaction Id = 82

Code = PV-23-17-0007

Description = Retirement of Advances and payment of Actual expenses
Options Available: Prepared, Cancelled, Approve by Treasury (up to
99,999)

Entity m——
Payment Vouche [ a ’

Step 5. The system will open the screen for the PV for review. Review the details of the PV

Step 6. Go to the tab Attachment by clicking it. The document is displayed as a line item. Click the link to the
file to download the document
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* Payment Voucher Line Items * Payment Voucher Payment Details 1 Attachments ————————
“

Select Information

Title:Receipts and other Retirement forms Receipts and other support documents.pd
By: Size: 36.7 KB
Rotiria on: 30/7/2023
Rutita

Step 7. After the review, go up to the Transition field and select the “Approve by Treasury " from the
dropdown list. The Transition Ebutton is displayed. Click on it to proceed.

Transition

= Posting Status Approve by Treasury (up to 99,999)

Cancel

Return for Modification
= (Oriain

Transition Approve by Treasury (upto | v E‘_

Note : Users may also select to Cancel, to stop the processing of the Payment Voucher, or Return for
Modification , setting the status back as Prepared.

Step 8. Encode the step note as an instruction or information, then click the Finish button

Transition

Applicat L
pplication Language English -

Step Note

E=n

——
A

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

After the Voucher is approved, Journal Voucher is automatically populated in the system as based on the
coding block and offset code record.

Click on the Details button from the Journal Voucher field to check the entries.
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JV-2023-JUL-17-0011
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E—

—
.lﬂ Attachments
L T
Select Correlative Coding Block Debit Amount AUD Debit Amount FC Credit Amount AUD  Credit Amount FC

1D
1 1101/1101/00000/91/227211/000 490.00 0.00 0.00 0.0

Airfare/Shipping Expense

2 1101/1101/00000/91/227111/000 20.00 0.00 0.00 0.00
3 1101/1101/00000/91/227211/000 0.00 0.00 490.00 0.00s-@ Special Imprest
4 1101/1101/00000/91/631811/000 0.00 0.00 20.00 0.00@ Trade Credits and

Advance

4.2 How to process approval of Revenue Vouchers

The first level of approval from the Line Ministry is done by the SROs. This will then be sent to the Treasury
Division of MFED for review. To review the Revenue Vouchers, follow these steps.

4.2.1 How to review Revenue Vouchers

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

FreeBaIancer

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

FreeBalance Confidential

Republic of Kiribati -

FreeBaland]

Internal Messages

You have 62 New Messages.

Dashboard

Session Details
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Republic of Kiribati -
FreeBaland

Internal Messages

You have 57 New Messages.

Dashboard

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.

Internal Message
| 7 ] © | =n
25 26-33 of 33 Next
Select All 1 Select None
Select Status From i Subject Posting Date Reading Date Due Date Action Date
, 23950 H ; v 1 S " e 17
] - ¢ ' 00
D e Buike M 23813 T Pay her ( 1 t it ‘Y.r ,,,”

Step 4. Click on Update Domain button on the displayed Internal Message screen. The system will
open the screen for the Voucher for review.

Internal Message
N

D 25159

From Buike Marea

Organization Name Treasury

Subject There is a new Revenue Voucher (Code = RV-23-17-0009) transition assi¢
Body

Transaction = Revenue Voucher

Transaction Id = 18

Code = RV-23-17-0009

Description = correction from closing imprest from Matang
Options Available: Treasury Reviewed

Entity

Revenue Voucher E

Step 5. Go to the tab Attachment by clicking it. The document is displayed as a line item. Click the link to the
file to download the document.
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* RV Items * RV Payment Details 1 Attachments -~
T

Select Information Download

Title:Receipts and other supporting_documents
By:
Buike On: 30/7/2023

Marea

General Receipt and other Supporting
documents.pdf

37 KB

7

Step 6. After the review, go up to the Transition field and select the “Review by Treasury " from the

dropdown list. The Transition Ebutton is displayed. Click on it to proceed.

Transition Review by Treasury v E -

Note : In case, the Revenue Voucher needs to be returned to prepared for modification, select “Return for
Mo d i f i c andiclicktHe Transition button. This will be sent back to Prepared status.

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

Transition

Application Language English o

Step Note —_———

|
EDun

4.2.2 How to approve Revenue Vouchers

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

Upon the Line Ministry approval of Revenue Voucher, this will then be sent to the MFED Treasury for final
approval.

Step 1. After logging in, click the (i) to display the Internal Messages.
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Republic of Kiribati -

——y
FreeBalance FroaBaland Internal Messages
—

You have 62 New Messages.

Dashboard

Session Details

User: jruaty

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

Republic of Kiribati -

ErcaRatanc Internal Messages

You have 57 New Messages.

Dashboard
~ '1

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.

Internal Message

[ ©
Previous 1-25 of 142 - Next 25
Select All | Select None
Select  Status From n Subject Posting Date  Reading Date  Due Date Action Date
0 @ amesRua 25160 There is a new Revenue Voucher (Code = RV-23-17-0009) transition assigned to
batch 25135 timated time for Purchase Requisition (Code = PR-23-17-0037) has expirec 30/7/202
d * 00:00:03

Step 4. Click on Update Domain button on the displayed Internal Message screen. The system will
open the screen for the Voucher for review.
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=

ID

25160

From
Organization Name

Subject 009) transition assi¢

Body Transaction = Revenue Voucher
Transaction Id = 18
Code = RV-23-17-0009
Description = correction from closing imprest from Matang
Options Available: Treasury Approved, Cancelled, Prepared

s h-
Revenue Vouchey ' Q ’

[
FreeBalance

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

file to download the document.

* RV Payment Details 1 Attachments ———————
“

Select Information

* RV Items

Download

Title:Receipts and other supporting_documents General Receipt and other Supporting

By: documents.pdf
Buike On: 30/7/2023 ize: 37 KB
Marea

Step 6. After the review, go up to the Transition field and select the “Treasury Approved " from the

dropdown list. The Transition Ebutton is displayed. Click on it to proceed.

Transition

Posting Status

Approve by Treasury

Cancel
Return for Modification

Ciriain

Transition Approve by Treasury hd

Prstinn Status

FreeBalance Confidential
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Note : Users may also select to Cancel, to stop the processing of the Revenue Voucher, or Return for
Modification , setting the status back as Prepared.

Step 7. Encode the step note as an instruction or information, then click the Finish button

Transition

Application Language English o

Step Note

E=a

After the Voucher is approved, Journal Voucher is automatically populated in the system as based on the
coding block and offset code record.

-
i

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

Click on the Details button from the Journal Voucher field to check the entries.

Journal Voucher
e E—

.|ﬂ Attachments
KE

Select Correlative Coding Block Debit Amount AUD Debit Amount FC Credit Amount AUD  Credit Amount FC
ID
1 1701/1101/00000/26/621231/000 10.00 0.00 0.00 0.00 g  PankAccount
2 1701/1101/00000/26/621271/000 0.00 0.00 10.00 0.00 ™ Revenue Account

4.3 How to process approval of Journal Vouchers

Journal Vouchers will be initially approved by the Line Ministry SROs before sending to Treasury for review
and approval.

4.3.1 How to Review Journal Vouchers

Step 1. After logging in, click the (i) to display the Internal Messages.
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Republic of Kiribati - TRA
FreeBalang

Internal Messages

You have 50 New Messages.

DETLLET ]
=]

Session Details

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

ati - TRA

aeBalanc Internal Messages

You have 50 New Messages.

DEH L LEL
=

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 Journal Voucher. This will open the details of the JV.

Internal Message

[ © | L 0
1-250f 50 w»  Next25
Select All | Select None
Select  Status  From ju) Subject Posting Date Reading Date  Due Date Action Date
25116
a .
25111
g .

Step 4. Click on Update Domain button on the displayed Internal Message screen The system will
open the screen for the Voucher for review.
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25126

From
Organization Name

Subject

Bod
Y Transaction = Journal Voucher

Transaction Id = 142

Code = JV-2023-JUL-17-0018

Description = Passport for MFED Asst Secretary and Secretary
Options Available: Treasury Reviewed, Prepared

Entity

B ¥

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

-+ w25

Select Information Download

ERE
LUl

Title:Supporting Documents for Passport assport Application Fee Supporting_
Application Fees Documents.pdf
By: 1,229.1 KB
Beniamina on: 6/8/2023
Kamariera

Step 6. After the review, go up to the Transition field and select the “Review by Treasury " from the

dropdown list. The Transition Ebutton is displayed. Click on it to proceed.

Transition

* Posting Status Return for Modification

Review by Treasury

Dovrnant | acatinn
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Transition
Review by Treasury v

= Posting Status

Note : In case, the Journal Voucher needs to be returned to prepared for modification, select “Return for
Mo d i f i c andiclicktHe Transition button. This will be sent back to Prepared status.

Step 7. Select the assigned Treasury Approver and encode the step note as an instruction or information to
the next user. And then click the Finish button

Transition

Application L
pplication Language English -

Step Note

“

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

Transition Application Users

Approve by
Treasury “Ap—

James Ruatu Bweua
Tiebane Merimeri
Toromon Metutera

4.3.2 How to approve Journal Vouchers

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

———’ Republic of Kiribati - TRA
FreeBalance [ Internal Messages

You have 8 New Messages.

DEL L LET

Session Details

User: jbweua.

Language: English.

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

You have 8 New Messages.

DEH L LEL
=

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 Journal Voucher. This will open the details of the JV.

Internal Message

K2 K3 5 =1 R =

Select All | Select None

Select  Status  From ju) Subject Posting Date  Reading Date  Due Date Action Date

Step 4. Click on Update Domain button on the displayed Internal Message screen. The system will
open the screen for the Voucher for review.

Internal Message
[ e |

P 25130
From

QOrganization Name
Subject There e

Bod
oty Transaction = Journal Voucher

Transaction Id = 142

Code = 1V-2023-JUL-17-0018

Description = Passport for MFED Asst Secretary and Secretary
Options Available: Prepared, Treasury Approved, Cancelled

Entity
Journal Voucher a .
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Step 5. Go to the tab Attachment by clicking it. The document is displayed as a line item. Click the link to the
file to download the document.

KN B EEN iR

Select Information Download
Title:Supporting_Documents for Passport assport Application Fee Supporting®
Application Fees Documents.pdf
By: jze: 1,229.1
Beniamina on: 6/8/2023
Kamariera

Step 6. After the review, go up to the Transition field and select the “Approve " from the dropdown list. The

Transition Ebutton is displayed. Click on it to proceed.

Journal Voucher

[ update/Delete Mode ]

Voucher Number

IV-2023-JUL-17-0018
= Fiscal Year FY 2023 -
= Fiscal Period JULY -
= Voucher Date 6/8/2023

= Accounting Office

= Stat .
atus Approval Regquested

Workflow Process Status

Treasury Reviewed

Transition
o ———

= Posting Status Approve by Treasury

Cancel

Return for Modification
Payment Location

Transition
Approve by Treasury v

= Posting Status
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Note : Users may also select to Cancel, to stop the processing of the Journal Voucher, or Return for
Modification , setting the status back as Prepared.

Step 7. Encode the step note as an instruction or information, then click the Finish button

Application Language English -

Step Note

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

5 Payment Processes by Development and Recurrent Budget

The payment batch may be done by doing separate approval and approver for Recurrent and Development

7~

Project.

5.1 How to process payments for the recurrent budget related expenses

The process of payment will be to pay the Payment Vouchers approved from Accounts Section. To process
the Payment relating to the Recurrent Budget, follow the steps below.

Step 1. Navigate the Menu > Treasury Management > Payment > Create Payment Extract.

L ] Treasury Management + Payrents

[ Reports

Payment Extract Payment

Payment Extract Payment Target Stage

Payment Extract Payment Target Stage Log

View Payment Extracts

Step 2. To create the batch for the approved PVs, provide the following filters. To process all PVs that were
approved for the day, leave all the filters blank . Leaving all blank will retrieve all PVs that are approved and
ready for payment process.

1 Fiscal Period: Select the month from the dropdown list.

1 Accounting Office:  This is defaulted to the Division of the User. Remove this to remove the filter by
Division. If the filter is by Ministry, encode the Ministry Code (17 for MFED) and check the box for Is
include all Child Accounting Office. This will filter all Divisions under the MFED.
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Accounting Cffice
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MARCH -

: N W

Is Include Child Accounting Oﬁic@

Is Accounting Payment

1 Payment Mode by Fund Type

O

: This is to filter the batch according to the Voucher Payment Mode by

Fund type. To process Vouchers under recurrent budget, select Recurrent Budget.

Payment Extract Generation

Financial Institution

Currency

Payment Mode

Payment Location

Payment Method

Development Budget

Recurrent Budget

Step 3. Encode the description of the Batch to process. Then click the Retrieve Payment Vouchers button.

Payment Mode

Payment Location

Payment Method

Handling Indicator

Domestic Amowunt From

Domestic Amouwnt To

- Description

FreeBalance Confidential

For Payment - July 7

£]

Invoice/Claim Number Vendor Met Payment Amount AUD C
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Step 4. The system will display all the approved PVs and ready for payment based on the filters provided.
Click the Select All button to select all PVs for the batch.

Select  Payment Voucher pice/Claim Number  Vendor Net Payment Amount AUD Currency Net Payment Amount FC Payment Due Schedule
Date Date

O PV-23-17-0018 BANIAN ATUERU 210.00 AUD 0.00 23/6/2023

l:l PV-23-17-0023 001 KIRIBATI OFFICE 72.00 AUD 0.00 2/7/2023 Q
EQUIPMENT SERVICES

(] PY-22-17-0028 wsd001 Wishing Star Trading 2,450.00 AUD 0.00 &/7/2023

l:l PV-23-17-0030 002 KIRIBATI OFFICE 175.00 AUD 0.00 &/7/2023 Q
EQUIPMENT SERVICES

a PY-23-17-0025 00001 KIRIBATI HOUSING 500,00 AUD 0.00 6/7/2023 @
CORPORATION

O PV-23-17-0039 BANIAN ATUERU 1,000.00 AUD 0.00 7/7/2023

This will select the PVs. To remove a PV or multiple PV from the selected items, uncheck the box.

Expense Voucher Payment Detail

ouch:
[ T |
Select  Payment Voucher Invoice/Claim Number Vendor MNet Payment Amount AUD Currency Met Payment Amount FC Payment Due Schedule
Date

[ ] PV-23-17-0019 BANIAN ATUERU 210.00 AUD 0.00 23/6/2023

[~} PV-23-17-0023 01 KIRIBATI OFFICE 72.00 AUD 0.00 2/7/2023 @
EQUIPMENT SERVICES

. PW-23-17-0028 wsd001 Wishing Star Trading 2,450.00 AUD 0.00 &/7/2023

= PV-23-17-0030 00z KIRIBATI OFFICE 175.00 AUD 0.00 6/7/2023 @
EQUIPMENT SERVICES

= PV-23-17-0035 00001 KIRIBATI HOUSING 500.00 AUD 0.00 6/7/2023 @
CORPORATION

= PV-23-17-0039 BANIAN ATUERU 1,000.00 AUD 0.00 7/7/2023

Step 5. Click the Payment Extract Generation button. The IFMIS displays a message that the Payment Extract
generation is started.

Expense Voucher Payment Detail

[ 0

Select  Payment Voucher Invoice/Claim Number Vendor Net Payment Amount AUD Currency Net Payment Amount FC Payment Due Schedule

Date

] PY-23-17-0019 BANIAN ATUERU 210.00 AUD 0.00 23/6/2023

[} PV-23-17-0023 004 KIRIBATT OFEICE 72.00 AUD 0.00 2/7/2023 @
EQUIPMENT SERVICES

] PY-23-17-0028 wsd001 Wishing Star Trading 2,450.00 AUD 0.00 &/7/2023

n PV-23-17-0030 002 KIRIBATI OFFICE 175.00 AUD 0.00 &/7/2023 Q
EQUIPMENT SERVICES

n PV-23-17-0035 00001 KIRIBATI HOUSING 500.00 AUD 0.00 &/7/2023 Q
CORPORATION

] PY-23-17-0039 BANIAN ATUERU 1,000.00 AUD 0.00 7/7/202%
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5.2 How to process payments for the development fund budget related
expenses

Step 1. Navigate the Menu > Treasury Management > Payment > Create Payment Extract.

1 Treasury Management * Payrmants

p—

Reports

Payment Extract Payment

Payment Extract Payment Target Stage

Payment Extract Payment Target Stage Log

View Payment Extracts

Step 2. To create the batch for the approved PVs, provide the following filters. To process all PVs that were
approved for the day, leave all the filters blank . Leaving all blank will retrieve all PVs that are approved and
ready for payment process.

1 Fiscal Period: Select the month from the dropdown list.

1 Accounting Office:  This is defaulted to the Division of the User. Remove this to remove the filter by
Division. If the filter is by Ministry, encode the Ministry Code (17 for MFED) and check the box for Is
include all Child Accounting Office. This will filter all Divisions under the MFED.

* Fiscal Year

Fiscal Pericd MARCH .

: e
Is Include Child Accounting D‘Ffice@

Is Accounting Payment D

Accounting Office

1 Payment Mode by Fund Type : This is to filter the batch according to the Voucher Payment Mode by
Fund type. To process only the Payment Vouchers for Projects, select Development Budget.
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Payment Extract Generation

Expense Voucher Source

WVendor

Financial Institution

Currency

Payment Mode by Fund Type

[
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|-

Payment Location -

Development Budget
Recurrent Budget

Payment Method

Step 3. Encode the description of the Batch to process. Then click the Retrieve Payment Vouchers button.

Payment Mode

Payment Location

Payment Method

Handling Indicator

Domestic Amount From

Domestic Amount To

« Description

For Payment - July 7

Invoice/Claim Number Vendor

Met Payment Amount AUD C

Step 4. This will display all the approved PVs and ready for payment based on the filters provided. Click the

Select All button to select all PVs for the batch.
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Select  Payment Voucher pice/Claim Number Vendor Net Payment Amount AUD Currency Net Pay Amount FC Pay Due Schedul
Date Date

O PY-23-17-0019 BANIAN ATUERU 210.00 AUD 0.00 23/8/2023

O PV-23-17-0023 001 KIRIBATI OFFICE 72.00 AUD 0.00 2/7/2023 ®
EQUIPMENT SERVICES

|:| PY-23-17-0028 wsd001 Wishing Star Trading 2,450.00 AUD 0.00 6/7/2023

O PV-23-17-0030 002 KIRIBATI OFFICE 175.00 AUD 0.00 &/7/2023 @®
EQUIPMENT SERVICES

O PV-23-17-0035 00001 KIRIBATI HOUSING 500.00 AUD 0.00 &/7/2023 @®
CORPGRATION

O PV-23-17-0039 BANIAN ATUERU 1,000.00 AUD 0.00 7/7/2023

Q

This will select the PVs. To remove a PV or multiple PV from the selected items, uncheck the box.

Expense Voucher Payment Detail

[ T
Select  Payment Voucher Invoice/Claim Number  Vendor Net Payment Amount AUD Currency Net Payment Amount FC Payment Due Schedule
Date Date

[ ] PAV-23-17-0019 BANIAN ATUERU 210.00 AUD 0.00 23/6/2023

. PW-23-17-0023 001 KIRIBATI OFFICE 72.00 AUD 0.00 2/7/2023 Q
EQUIPMENT SERVICES

[ ] PV-23-17-0028 wsd001 Wishing Star Trading 2,450.00 AUD 0.00 &/7/2023

= PV-23-17-0030 00z KIRIBATI OFFICE 175.00 AUD 0.00 &/7/2023 @®
EQUIPMENT SERVICES

- PW-23-17-0035 00001 KIRIBATI HOUSING 500.00 AUD 0.00 &/7/2023 Q
CORPORATION

[ ] PV-23-17-0039 BANIAN ATUERY 1.000.00 AUD 0.00 7/7/2023

Step 5. Click the Payment Extract Generation button. The IFMIS displays a message that the Payment Extract
generation is started.

Expanse Voucher Payment Datail

[ T

Select  Payment Voucher Invoice/Claim Number Vendor Net Payment Amount AUD Currency Net Payment Amount FC Payment Due Schedule

Date

(] PY-23-17-0019 BANIAN ATUERU 210.00 AUD 0.00 23/6/2023

] PV-23-17-0023 001 KIRIBATI OFFICE 72.00 AUD 0.00 2/7/2023 ®
EQUIPMENT SERVICES

n PV-23-17-0028 wisd001 Wishing Star Trading 2,450.00 AUD 0.00 6/7/2023

[ ] PV-23-17-0030 go02 KIRIBATI OFFICE 175.00 AUD 0.00 &/7/2023 @®
EQUIPMENT SERVICES

[ ] Py-23-17-0035 00001 KIRIBATI HOUSING 500.00 AUD 0.00 &/7/2023 @
CORPORATION

(] PY-23-17-0039 BANIAN ATUERU 1,000.00 AUD 0.00 7/7/2023

5.3 How to send all payments for Review and Approval

After the batching process, the batch payment preparer will be notified through the Internal message on the
following activities:
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U Batch for Payment Extract Generation is executed

U There are available Payment Extract Payments for processing.

Internal Message

o] (5 ]
Select All | Select None
Select  Status From 0] Subject Posting Date Reading Date  Due Date Action Date
O ¢ Dach 24286 T V:?.‘%’if ct Payment (Code = PEP-22-17-0002) transitio
O e e
O e ma ’
O e Ha ’
O e s
O e = !
O e z
1 - 23635 ~ There is a new Payment Extract Payment (Code = PEP-2023-MAR-00001) transition

To send batched payments for review, approval and release, follow the procedures below:

Step 1. Click the (i) to display the Internal Messages.

Republic of Kiribati - TRA|

Payment Extract Generation
FreeBaland

Internal Messages
You have 34 New Messages.
# > Treasury Managen
DET LT
=

= Fiscal Year FY 2023 .

Fiscal Period . -
JuLy - Session Details

Accounting Office 1702 Q User: kbaraniko.
Last login:

6/8/2023 19:24:35

Is Include Child Accounting Office [] Language: English.

Is Accounting Payment O

Logout

Fxnense Voucher Oriain

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

iati - TRA

al Mas
eeBalanc Intern ssages

You have 34 New Messages.

DET s LE]
=

Step 3. The Internal Message will be opened and the list of all pending tasks and notifications for the user is
displayed. As stated, click on the ID of the natification for the Payment Extract Payment . The number of
Payment Extract Payment generated will be based on the following conditions

- No. of Payment Vouchers batched and extracted; and

- Depends if each Payment Vouchers are addressed to different Payees or Vendors.
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Example : Batched and processed two Payment Vouchers for two different Vendors, this will generate two
different Payment Extract Payments. But in case these two Voucher have the same Vendor or Payee, there
will be only one Payment Extract Payment.

KB KN KB I8 I8 =N

Previous 1-25 of 34 v Next 9
Select All | Select None
Select  Status From D Subject Posting Date  Reading Date  Due Date Action Date

D ° Korotaake 22133 There is a new Payment Extract Payment (Code = PEP-2023-JUL-00009) transition

Baraniko ass
D ° Korotaake 25134 There is a new Payment Extract Payment (Code = PEP-2023-JUL-00010) transition

Baraniko ass 0 you
D ° batch 513 Batch Process For Payment EXtract Generation successtully ex
D ° Ruteta Tetabo 24586 There is a new Payment Voucher (Code = PV-23-

Step 4. Click and open each message through the message ID. Review and process these payments one by
one.

vJeloflolole

Previous 1-25 of 34 - Next 9

Select All | Select None

Select Status  From D Subject Posting Date Reading Date Due Date Action Date
D ° 25133 new Payment Extract Payment (Code = PEP-2023-JUL-00009) transition
25134 00010) transition
D ° nsitior

Step 5. Click on Update Domain button on the displayed Internal Message screen The system will
open the screen for the Voucher for review.

Internal Message

From o -
Organization Name
Subject e e e e -

Bod
Y Transaction = Payment Extract Payment

Transaction Id = 32

Code = PEP-2023-JUL-00009

Description = Payment for cleaning charge for custom office and finance
Options Available: Cancelled, Payment Requested

Entity
Payment Extract Payme.’

FreeBalance Confidential
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Step 6. After checking all the details, go up to the Transition field and select the “Request for Payment
from the dropdown list. The Transition Ebutton is displayed. Click on it to proceed.

Transition - .‘_'

Payment Extract Cancel

_@
Request For Payment

Transition
Request For Payment v

Note : Users may also select to Cancel, to stop the processing of the Payment. The Payment Vouchers
batched for this will then be available again for processing.

Step 7. Encode the step note as an instruction or information to the next approver user. Dropdown and
select the assigned Approver and click the Finish button

Transition

Application L
pplication Language English -

Step Note
: 1

Vi

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

Transition Application Users
Approve for = 2
Payment

James Ruatu Bweua

Matang Mikaere | 3
iebane Merimer

@ Toromon Metutera

4

5.4 How to update Payment Number (P number) if Payment Method is Direct
Deposit

NOTE: After a Payment Extract Payment (PEP) is approved, the P numbers (from the Transactive
Payment Excel issued by the ANZ Bank) must be manually entered  into the corresponding PEP form . This
step is crucial for bank reconciliation
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Step 1. Navigate to PEP Screen

= -
Payment Extract Payment Republic of Kiribati %

(o jajs]a | =

[ Search Mode ] 4 > Treasury Management > Payments > Payment

Application ID

Fiscal Year

Fiscal Period

Voucher Date

Status

Posting Status

Temp Number

Step 2. Enter PEP ID

Payment Extract Payment Republic of Kiribati @
N =N H<H =

[ Update/Delete Mode ] & > Treasury Management > Payments >

Application ID

Fiscal Year o
FY 2023

Fiscal Period

DECEMBER

= Voucher Date
= Status
Posting Status

Payment Extract aQ7E

= Payment Method -

03}
T
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Step 3. Enter P number

. - ] ShRAle
Payment Extract Payment Republic of Kiribati 3
e
3N N =l <N =
[ vpdate/Delete Mode ] d > Treasury Management > Payments >
Financial Institution ANZ Kiribati
branch ANZ Kiribati (Please don't use)

Payee Bank Code

Payee Branch Code

Cheque Series

Cheque Mumber/P Number I

Transfer Number

Transfer Package Number

Release Date

= Number Of Releases -

Printed Date o

bt ——— —
Step 4. Update PEP

Payment Extract Payment Republic of Kiribati . ﬁ/ :

(o | < | =

I Updatre,/Delete Mode ] il > Treasury Management > Payments >

Description

Outfit all'ces for policemen seminar in CHINA 2023

Is Partial Rejected

Select Invoice Fiscal Fiscal Expense Accounting Amount Currency
Number Year Period Voucher Office DC

204 2023 DECEMBER PV-23-0-— 0401 300.00 AUD

o025

==
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5.5 How to update Cheque Number if Payment Method is Cheque

NOTE: After a Payment Extract Payment (PEP) is approved, the Cheque numbers (from the Cashbook
issued by the ANZ Bank) must be manually entered  into the corresponding PEP form . This step is crucial
for bank reconciliation

Step 1. Navigate to PEP Screen

= -
Payment Extract Payment Republic of Kiribati _&
T
(o] Q| [ B =
[ Search Mode ] reasu >ayment act Payment

Application ID

Fiscal Year

Fiscal Period

Voucher Date

Status

Posting Status

Temp Number

Step 2. Enter PEP ID and Find

Payment Extract Payment Republic of Kiribati
o 1 X S .

[ Update/Delete Mode ]

Application ID B OCT.
Fiscal Year

Fiscal Period

= Voucher Date 1/11/2024
= Status

Posting Status

Workflow Process Status

Payment Extract

= Accounting Office

= Payment Method - -

100
FreeBalance Confidential



F—
FreeBalance

Step 3. Enter Cheque number

cheque number 1/1 -~ ~ >

Payment Extract Paym

[ vpdate/Delete Mode ]

Financial Institution P
Branch ANZ Kiribati (P

Payee Bank Code

Payee Branch Code | |

@Ol

Cheque Series

K A
N

Ibheque Number/P Number 1536806 I

Transfer Number

GH

Transfer Package Number

Release Date

= Number Of Releases
Printed [ o
Printed Date
4

Step 4. Update PEP

Description

Senior Citizen allowance for November 2024 - BTC HD

Is Partial Rejected

Select Invoice Fiscal Fiscal Expense Accounting Amount Currency A
Number Year Period Voucher Office DC

BTC HD 2024 OCTOBER PW-24-18- 1803 6,800.00 AUD
SCA Nov24 0855
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5.6 How to Approve, Release and Complete PEP Payments

Step 1. After logging in as the Payment Extract Payment Approver, click the (i) to display the Internal
Messages.

————y Republic of Kiribati - TRA
FreeBalance SRS Internal Messages

You have 2 New Messages.

DEELLE]
=]

Session Details

Internal Messaqges

You have 2 New Messages.

Dashboard
=

Session Details

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 Payment Extract Payment. This will open the details of
the Payment.

Internal Message

Select All | Select None
Select Status  From I Subject Posting Date Reading Date Due Date Action Date
K t 2 25135
O . —
k ak 24176
O -

Step 4. Click on Update Domain button on the displayed Internal Message screen. The system will
open the screen for the Voucher for review.
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Internal Message

= 5]

D
From rotaake B
Organization Name
Subject L

Bod
Y Transaction = Payment Extract Payment

Transaction Id = 32
Code = PEP-2023-JUL-00009

Description = Payment for cleaning charge for custom office and finance

Options Available: Approved for Payment, Cancelled

Entity
Payment Extract Payryg

Step 5. Scroll down and check the Invoices tab to see the Payment Voucher linked to this payment. To view

the detail of the Payment Voucher, click on the Voucher ID.

Invoices

Select  Invoice Number Fiscal Year Fiscal Period Expense Voucher Accounting Office

516 2023 Juy PV-23-17-0037 1702

Amount DC Currency
689.70 AUD

Amount FC

0.00
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= Fiscal Year

= Fiscal Period

= Accounting Office
= Expense Voucher
= Obligation

- Expense Voucher Payment Detail

Tnvoice Number
Invoice Date
Receipt Date
Revenue Invoice Item
= Payment DC

= Payment FC

Step 6. Once done, click the Close button from the Payment Invoice screen. This will lead us back to the
Payment Extract Payment information.

Payment Invoice

= Payment DC
= Payment FC
= Discount DC
= Discount FC
= Interest DC
= Interest FC

= Amount DC
= Amount FC

Description

Beneficiary

= Is Reversed

ERES>

Step 7. Scroll up and proceed to the Check Number field, to indicate the corresponding Cheque number to
be issued for this payment.
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Payment Extract Payment

[ update/Delete Mode ]

Bank Account Name TAATINA

Financial Institution ANZ Kiribati

Branch ANZ Kiribati

Payee Bank Code
Payee Branch Code

Cheque Series

PlDUDl| —————

Step 8. Update this information by clicking on the Update button from the lower left side of the screen

Payment Extract Payment Republic of Kiribati - TRAINING INSTANCE.. M
"

FreeBalance Application Suite
N =N .

[ Update/Delete Mot

N
L]

Bank Account Transfer Voucher

Rejection Description

Description

Payment for cleaning charge for custom office and finance

- Is Partial Rejected

Select  Invoice Number Fiscal Year Fiscal Period Expense Voucher Accounting Office Amount DC Currency Amount FC

216 2023 ULy PV-23-17-0037 1702 689.70 AUD 0.00
@ <

Step 9. After completing the required information, proceed to the Transition field and select the Approve

option from the dropdown list. The Transition =B button is displayed. Click on it to proceed.

Transition ——

-
Payment Extract Approve for Payment
Cancel
Transition Approve for Payment - @
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Note : Users may also select to Cancel, to stop the processing of the Payment. The Payment Vouchers
batched for this will then be available again for processing.

Step 10. Encode the step note as an instruction or information and then click the Finish button

Application L
pplication Language English .

Step Note

&

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

@

Step 11. After the approval, go up to the Transition field and select the “RELEASE from the dropdown list.

The Transition Ebutton is displayed. Click on it to proceed.

Workflow Process Status _

[ransition

payment Extract I

Release Payment

: Pavment Method

Step 12. If the PEP is for file active (Payment Interface), Transition to “* S E Nt@ %end PEP to “Bank Order
Control Batch Data". If the PEP is for Transactive and the payment has already been paid, transition to
“ DEL | MfEHRTransaction is returned from the bank due to incomplete/ incorrect information, transition

PEP to“ V Ol dnd make necessary amendment. The Transition Ebutton is displayed. Click on it to
proceed.
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Payment Extract Payment

KN E=W =N B<E

[ Update/Delete Mode ]
atus

Released

Posting Status
9 Saved

Workflow Process Status
[ Released (Approved for Trai

Transition

A
Payment Extract

Send
* Payment Method Woid

* Accounting Office

6. Budget Internal Transfers

Budget Internal Transfer is the transfer of Recurrent Budget from the same division to another Expense
Allocation. Example: Transfer of allocation from Salaries to Travel Expenses, etc.

This will be prepared by the Line Ministry Accountant through the Warrants, Supplements and Virements
Vouchers entity. This will be then sent to be authorized at the Line Ministry, through the SROs, before it is
forwarded to the Treasury (through the Deputy Accounting General for Admin and Budget) for the final
Approval.

6.1 How Approve Budget Internal Transfers

This is the process of approval to be taken by the DAG for Admin and Budget, upon receipt of Internal
Transfers from the Line ministries:

Step 1. Log in and click the (i) button from the sidebar to display the Internal Messages.

Republic of Kiribati - TRA
FreeBaland]

Internal Messages

You have 21 New Messages.

Dashboard
=]

Session Details

Step 2. Click the New messages box on the internal messages.
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-ibati - TRA
FreeBalanc

Intern=! M~ceanes

You have 21 New Messages.

Dashboard
=

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 Warrants, Supplements and Virements as sent by the
Line Ministry SRO. This will open the details of the Voucher.

Internal Message X

[ 0
Select All | Select None
Select  Status From 0] Subject Posting Date Reading Date  Due Date Action Date
Benny Teuea 25139 Th
O ° .
25129 T
O o

Step 4. Click on Update Domain button on the displayed Internal Message screen. The system will
open the screen for the Voucher for review.

Internal Message
[ e

jiio]

From
Organization Name
Subject L

Bod
Y Transaction = Warrants, Supplements & Virement Voucher

Transaction Id = 1987

Code = WSVV-23-14-0269

Description = Transfer of Allocation for Printing expenses
Options Available: Approved by Treasury, Prepared

Entity
Warrants, Supplements & Virement Vouch’

Step 5. Scroll down and check the entries made. Ensure that the Debit representation is the supposed
Allocation to be increased or added, and the source allocation or deducted allocation is on the Credit side.
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In this example, the request shows reducing the MHMS Admin allocation for Salaries, to be added for
Printing.

.ﬂ |. 1 Attachments

Select Serial Coding Block Debit AUD Debit FC Credit AUD Credit FC Debit Original Debit Foreign Credit Original Credit Original
Number Amount AUD Original Amount AUD Amount FC
1 1401/1101/00000/9/211111 0.00 0.00 100.00 0.00 0.00 0.00 0.00 0.00
2 1401/1101/00000/9/2] SUB_HEAD - Administration 0.00 0.00 0.00 0.00 0.00
FUNDING AGENCY - Government of Kiribati_Consolidated Fund (Appropriation)
PROJECTS - Not Defined
REGION - Naticnal
NATURAL ACCOUNT CODE - Salaries
. i% ' 1 Attachments
[ T
Select  Serial  Coding Block Debit AUD Debit FC Credit AUD CreditFC  Debit Original Debit Foreign  Credit Original  Credit Original
Number Amount AUD Original Amount AUD Amount FC
1 1401/1101/00000/9/211111 0.00 0.00 100.00 0.00 0.00 0.00 0.00 0.00
2 1401/1101/00000/9/229111 100.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00]
SUB_HEAD - Administration
FUNDING AGENCY - Government of Kiribati_Consolidated Fund (Appropriation)
PROJECTS - Not Defined
REGION - National
NATURAL ACCOUNT CODE - Local Printing

Step 6. Proceed to the Attachments
Document name as shown below.

EX K2 =1 =

Select  Information

Download
Title:Internal Transfer Supporting Documents

nternal Transfer Supporting Documents.pdt
By: Size: 36.7 KB
Neya on: 6/8/2023
Teuarai

tab . To download the supporting document/s attached, click on the

Step 7. After the review, go up to the Transition field and select the “Approve by Treasury " from the
dropdown list. The Transition Ebutton is displayed. Click on it to proceed.

Transition
.

= Posting Status

Appove by Treasury
Return for Modification

R L

Transiti
ransion Appove by Treasury v

sition
= Posting Status .
Sayed

Note : Users may also select to Return for Modification  , setting the status back as Prepared.
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Step 8. Encode the step note as an instruction or information, then click the Finish button

Application Language

English

Step Note
“

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

(2 1 <]
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