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FreeBalar

—

1. Introduction

1.1 Project Overview

The Ministry of Finance and Economic Development (MFED) of the Republic of Kiribati (GoK) has contracted
FreeBalance to implement the payroll module as part of its endeavor to reform Public Financial Management (PFM) for
creating greater fiscal transparency and improved accounting/financial reporting.

These are core modules within Civil Service Management, it 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.

This document provides guidance on the Payroll Management Module of the FreeBalance Accountability Suite
Government Resource Planning (GRP) in conformity with the requirements of the GoK. Explain all processes related to
payroll management. Explain step-by-step guide covering the entire employee lifecycle, from data entry to payroll
processing, payment disbursement, and reporting.

1.2 Intended Audience and Reading Suggestions

This report is intended for consumption by government officials, subject matter experts, business analysts and any
other interested parties with the appropriate clearance from MFED PMO.

This document is specifically for use by all the ministries, departments, and Agencies of the GoK.
2. Employee Master Maintenance

How to Log into the system

1. Each user must have a user account created in the system
2. Tolog into the system

Paste the link below on the web browser
https://apac.freebalance.com/Kiribati/faces/fbFramesetTemplate.xhtml

3. The system will load and the logon form will be displayed as seen below

(c
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FfeeBa|dﬂCG Integrated Finanaal Management Information System (1FMIS, —

Republic of Kiribati

== ’4/.&"‘\' f 4 Login
& 7 A usemamel

Password:

4. I n the field fAUsernamed, enter your username
5. 1n the field APasswordo, enter your password
6. Then click the login button. if successful you will be logged into the system as seen below and can access the
menu
- Republic of Kiribati R
FreeBalance cesolance pplcaton Sue. S
S

e

Menu (Ctr+Shift+M) SN

If the login is not successful, please reenter your password and try again.

If it fails, then inform the system administrator for help.
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2.1 Adding New Employee

New employees will be created using the Manage Employee form. The managed employee form will be used to
maintain all the details related to the employee i.e. employee personal details i.e. names, date of birth, organization,
hire date etc. In addition, through the tabs. the following information will be maintained.

a) Employee Payment Information - Will maintain details of how employees will be paid i.e. Direct deposit or
Cash. This tab is mandatory
b) Spoken Languages - This is also mandatory

Contacts - This is also Mandatory
Step 1. Navigation to menu

Human Resources>Employee Management>Employee

- Human Resources > Employee Management

Employee

Change Date of Birth

Employee Relationship Type
Knowledge Area
] Assignment Management

__1 Organization Management

Click on Employee and the O6Manage Employeed screen wild.l be

By default it will open in search mode

Republic of Kiribati
Manage Employee S~ 2 .

FreeBalance Application Suite
KN EN N 6]

[ Search Mode ] # > Human Resources > Employee Management >

Application 1D |
Workflow Status

Name Prefix

Registration Army Number

First Name

Middle Name

Last Name
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Step 2. To create a new employee, click on new button n , from the main menu as seen in the above screen
shot. The form will open in filnsert Modeo as seen in the
populate all the required fields including the tabs accordingly

Manage Employee

(lojojajls
T T —

Application 1D
Workflow Status
Name Prefix
First Name
Middie Name

Last Name

*
Q
L

Default Language

KA
¢y

Date Of Birtt

Place Of Birth

@O

Gender

KPF Number
Identification Document Number
Marital Status

Marriage Date

Is Active

Application User
Organizatior:
Created On

Created By

B BE°

Approved On
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Gty OfOrig

Employee Designalion

Reigin

Do not check(Tick) if employee is employee on Temporary/Project
Contract

Deceased Dete

04 Emplopes Namber
Ton Westication Number
Nationsl ID

Py sl St Via Emal 0

List Consecutive Perisds
+ Cumenty
* it D

Permanent Date

eticpaed Retirement

Retirement Dale

Departure Date

Inactive Reason

Speciit il Degendrts Dl Trpes




Step 3. Note Distinguish between the permanent/Recurrent Contract employee and temporary/project-based
empl oyee using the field Als on Permanent/ Recurrent Contra

If employee has a permanent/recurrent contract - have the field ticked/checked If
employee has a Temporary/Project - don't tick/check the field

= Religion

Is this Employee also a Beneficiary m

I Is On Permanent/Recurrent Contract? D I

Deceased Date

Old Employee Number

Step 4. Fill all the mandatory tabs denoted by asterisk* such as spoken languages, employee payment
information, required documents for contact.

10
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Spoken Languages Employee Associations Employment Histories Employee Payment Information

Internal trainings given Required Documents * Contacts Addresses Attachments Specific Institutions

EN KN =8 D

Select Education

Populate the tabs as below

Step 4 (a) Spoken languages

Click on the tab 6Spoken |l anguagesd as seen frhe above
and select the language from the drop down menu and update it.
- - - - L .

Educations * Spoken Languages 1 Employee Assodiations Employment Histories * Employee Payment Information Notes Social Number History Employee Assignments In

Intemal trainings given Required Documents Contacts Addresses Attachments * Additional Information Specific Institutions Dependants Disability Types
Select| L0K2 n 10 Abbreviation
The screen AWorld Languageso below will open, as seen belo

World Language

KB =N IEE N S

Application ID

Is Active

-« Origin O

Abbreviation

Click the find button “ and the list of all the languages will be displayed as seen below.

11
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o [ | v

[ Selection Mode ]

# > Human Resources > Employee Management > |

Select All | Select None

Select Application ID Abbreviation

0000000001 ENGLISH

0000000002 FRENCH
(] 0000000003 Austronesian
[J 0000000004 Taetae

(] ooo0000005 Gilbertese

Tick the required | anguages, at.ﬂneeselectedIaimgubgewwiilbetaldcmdtaiReturn
the ASpoken Languageodo Tab.

Proceed to populate the next tab

Step 4 (b) Required documents

This is a mandatory tab. It's where supporting documents in this case Appointment Letter will be attached.
Ensure its scanned and in PDF format.

Example:To attach a supporting document i.e. appointment | ette
click on Appointment Letter. as seen below

Educations * Spoken Languages Employee Assodations Employment Histories * Employee Payment Information Notes Social Number History

Employee Assignments Internal trainings taken
Internal trainings given .ﬂlﬂ. Contacts Addresses Attachments * Additional i Specific ituti D Disability Types
N
Select Application 1D Required Document List Type

The form below will be opened. From here you can attach the appointment letter.

Required Document

Application ID

Is Document Valid

+ Required Document List Type
+ Attachment n

To attach the appointment letter, click the new button n and the screen below will open

12
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Application ID
Attachment Classification

= Titl
te Appointment Letter - Mr. Space Mark

%

Di ipti .
escriplion Appeointment Letter - Mr, Space Mark - Temporary

Appointment

ila | A a Aark pdf
« Attachment Choose File | Appointmen...ce Mark pd!

Date Time
User

* Attachment Language
quag English -

0 Enter the Title

0 Enter description

0 Browse and attach the soft copy of the appointment letter

0 The click the update button at the bottom of the screen

The appointment letter will be added, the form will appear as below.

Required Document

‘ Application ID

Is Document Valid

= Required Document List Type
= Al
; trachment Appointment Letter - Mr Space Mark.pdf “

|
| Update And Return

Click the Update and return button to complete attaching the required document

Proceed to populate the next required tab Step 4 (c) Contact Tab

click on the tab, press the add button and update the contact of the employee and update.

13
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EX2 EN

Step 4 (d) Employee Payment Information Tab.
This tab is mandatory.

This tab describes how the employee will be paid, the options can be either through Direct deposit (Bank) or Cash (for
outer island employees.) Some employees have both options.

To enter the pay details of an employee, click the OEmpl oy
and the screen below will open

Employee Payment Information

+ Pay Method

Pay Value Cash
Cheque ‘

Direct Deposit
Payment Method

Is Active

The fields that will appear later will depend on the pay method chosen. Below are the scenarios of how an
employee can be paid.

ERAUJUC!I RYWNaWEGGGY! DUt WGERT Waé6l YenN6W7c¢e Ut Wmw?RI I
If the employee is paid through Bank:

0 Then choose fiDirect Deposito in the field fiPay met hod?o

14
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‘ + Pay Method
v Direct Deposit -

* Pay Type

Balance -

Pay Value

+ Bank Account n
Payment Method

Is Active

|
0 PayType-I f all the employeeds net salary (100%)

60 Then click on the nl,d amBd mlerAccowertndo ibank Accounto w
enter the employees bank account details, populating all the mandatory fields with the asterisk (*)

Bank Account

wi || be p

+ Financial Institution ANZ Kiribati .
* Branch ANZ Kiribati v

« Currency AUD -

+ Account Number 87363836

IBAN

National Transfer Code

+ Bank Account Nam
& eeo 2 Space Mark

%
Account Type
+ Ty Of Bank A t
ype ank Accoun Saving .
Routing Information
Comments
bz

Intermediary Bank BIC

+ Is Active

+ Created On

Commercial Bank Account Name

7
Once done, click the save and return button at the bottom of the screen -

15
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You will be taken back to the employee payment information screen below

Employee Payment Information

+ Pay Method

Lk Direct Deposit v
g A Balance v
Pay Value

+ Bank Account

Payment Method

Is Active

~7
Click the save and return button on the above screen - and the bank details will be added to the
AEmpl oyee Payment I nformationd tab as seen bel ow.

* Spoken Languages Employes Associations Employment Histories hotes Social Number History  Employee Assignments tntemal tramings taken tntarnsl tralnings given Required Documents

Contacts 2ddramves Attachmants * additional Information Specifc Insttubions

Pay Type 1s Active

Scenario 2- Salary Split across multiple bank Accounts

If an employee wants to split their salary between bank accounts. i.e. employee has two bank accounts.
For example,

Bank Account 1 - This will take AUD 100

Bank Account 2 - Will take the balance

So, to split an employee's salary into different bank accounts. Repeat the steps in Scenario 1

06 But when entering the split, start by entering the details of the bank account that will take on the known
amount. in this case Bank Account 1.

Follow the same steps as in scenario 1 but change the following

3 The Pay Type will be fiAmount 0o
3 Enter the pay value in this case 100

As seen on the form below, then follow through by clicking the Bank Account and enter the
employee bank account details.

16
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* Pay Method Direct Deposit -
* Pay Type Amount -
Pay Value

e 100

« Bank Account n
Payment Method

1s Active

After entering the known amount as above, repeat step in Scenario 1 again to enter 2nd bank details. All

0
steps will be the same as defined in scenario 1 but t hi

* Pay Method Direct Deposit -
*Ray-Type Balance -
Pay Value
+ Bank Account n
Payment Method
Is Active

Once the split has been entered, the tab AEmMployee Payment

record represents a split in net salary.

Educations * Spoken Languages Employee Associations Employment Histories * Employee Payment Information

* Additional Information

Addresses Attachments

Internal trainings given Required Documents Contacts

EN 5H EB =

Select Pay Method Pay Type
Direct Deposit Amount
Direct Deposit Balance

For a split, one of the splits must have a pay type = Balance.

Scenario 3. Employees Paid through cash.
Assume all the salary (100%) will be paid through cash.

If the employee is paid through Cash:

17
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0 Then choose fiCasho in the field APay methodo. Addition
below.

Employee Payment Information

‘ « Pay Method

| Cash v
"Ray Type Balance v
Pay Value
P ion
ayment Locatio Outer Islands -

Payment Method

Recever.Name STARICK MARTIN

Type of Identification

National Id -
ficati
Identification Number 09282766
%
focsveridins | aor KN
Is Active

Pay Type-1 f all the employeebds net salary (100%) will be p
Populate all the other required fields i.e.

O« O«

3 Select the Pay Agent. This is the Island Treasurer. use the lookup button next to the field
Pay Agent. When clicked, the Pay Agent screen will open. Then click find [ B ,the list of pay
agents will be displayed as below

18



Pay Agent

N N Ch S

[ Selection Mode ]

FreeBalance Application Suite

Application
ID

0000000002
0000000003

test

Treasurer - Betio

0000000004

0000000005
0000000006

Treasurer - Orona
Tr rer - Bairiki

No Payment Infor!!!I1!!

0000000007
0000000008

Treasurer - Ambo

Treasurer - Bikenibeu

0000000009
0000000010

0000000011

0000000012
0000000013

Treasurer - Bonriki

Ir rer - WErewWer
Treasurer - Nanikaai
Treasurer - Tanaea

Treasurer - North Tarawa

0000000014
0000000015

Treasurer - Abaiang

Treasurer - Abemama

0000000016
0000000017
0000000018

Treasurer - Aranuka

Treasurer - Arorae

Treasurer - Banaba

0000000019
0000000020

Treasurer - Beru

Treasurer - Butaritar

MW W W W W

| de

0000000021
0000000022

nti

Treasurer - Kuria

Treasurer - Maiana

ficatio

click on the correct one to select
Payment Location-Se |l ect
Receiver Name - Enter name of the person going to receive the cash
Type of Identification - Select Identity Type
Identification Number-Ent er

t he
no

AiOuter |

s |

l dentity

Receiver Address - Enter the address of the receiver.

The
3 The

n C
re

Educations

Il i ck
cord

i S
Wi

and
be

ave
I

added

Returno
to

* Spoken L

Contacts

Specific Institutions

t

ando

Number

h e

Dependants

FreeBalance

AEmMpl oyee

Histories * Employee Payment Information Notes

base

Social Number History

on t

he

Payment

Disability Types

El N =N =N

Pay Method

Select

Pay Type

|

Cash

Balance

Scenario 4. Employees net salary split into Multiple cash splits

e.g. AUD 41 by cash to Island A and the Balance by cash to Island B

Enter

mul tiple

cash

splits

n OEmpl oyee

Pay ment

But start by entering the split that have fixed amounts, The only thing that will change in Scenario 3 is

3 The

Pa

y Type

wi || be

AAmount o

nfor mat

19
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3 Enter the pay value in this case will be 41
3 Populate the remaining fields. The pay agent is the Island

The screen will look like below.

+ Pay Method

Cash v
eraylype Amount v
Pay Value a1
« Payment Location i -

Payment Method ﬂ

Receiver Name

4

Type of Identification National 1d -

Identification Number 0183763537
4

Receiver Address fect n

Is Active

-
Then click update and return button
The record wildl be added to the AEmMpl oyee pay

Enter the 2rd allocation to Island B
Follow the same steps as in Scenario 3.

Once done the Payment information will have 2 records as seen below

Educaticns * Spoker Languag Employes A iations Employmert Histories
Contacts Addrasses Attachments * additicnal Inormation Specific Insitutiors Dependan:zs Disability
N R
Select Pay Method Pay Type
Cash Amount
Cash Balance

20
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Scenario 5: Mixed Pay method

Part of employeebds salary is through Cash and the other th

Follow the same process, enter the allocations, accordingly, ensure that each allocation has the correct pay method
either cash or bank. The process is the same as in the above scenarios. Below is a screen of a mixed pay method

Employee Payment Information
Pay Method O

Pay Value

Payment Method

Is Active

Step 5. Click the save button at the bottom of Manage Employee screen, if all the required fields have been
populated, an error message will be generated if any of the required and mandatory fields have not been
populated. If this happens, go and populate the field and save again.

If the save is successful, you will get a message below and the employee will be assigned a new employee 1D

number.

Code 788888 inserted

Step 6. Send for Approval

0 Scroll to the top of the form, you wil!/ see a field AT
0 Click on the drop down and select the appropriate option.
0 To send for approval, choose ASubmit foﬂasrsecervalo, t h

below.

21
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Manage Employee

KN =N KN I KGN

[#MANGO JOSEPH

Application ID
Workflow Status
Workflow Process Status

Transit

Name Prefix | Transition |

First Name MANGO
ANG!

0 The following screen will appear

Application Language

English v
Step Note
V2
Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Data.
Finish
The User can enter a comment, in the field AStep Nc

next approver or next recipient of the request.

0 Click the Finish button the request will be completed i.e. approved or sent to the
next approver. The message below will be displayed.

apac.freebalance.com says

Workflow Transition Executed

0 Click Ok
That is how a new employee record is added to the system and sent for approval.

Note:

Before Approval, the record will be a draft. So, it's important that the user should always check and know the status of approval
by following the remaining steps to know the approval status.

Step 7. Transition will be assigned to respective users as defined in user role and functional, final stage approved.

The user that created the record can view how the approval will be done, who the approvers are and the status of

approval. This information is available through the Workflow History form.

22



On the Manage Employee Screen.

O«

Ox¢

Manage Employee

o Jafale o)

Workflow History

[ Update/Delete Mode ]

The details of the approval will be displayed as seen below.

Click on the button Workflow History.

FreeBaance

Workflow History

Current Stage

Filter On Execution Step Type

Execution Date Description Transition Type From Stage

2.2 Approval of the New Records
Once a new record has been created, it will have to be approved.

Below are the steps of how the record can be approved.

Workflow User Step Note Evidence Valid
Execution Step of Data

Type Signature

eted

Next Approver

Step 1. The approver should log into the system. Upon successful login, the system will load, and the Main menu will

be displayed.

Step 2: On the Left-hand side, there is a side menu that will be displayed as seen below, Click on the Information

icon! below.

23
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Step 2. A side menu will be displayed on the right side of the screen as seen below. The Approver will be able to see

Al nternal Messageso with a note in Orange of the number o
them.

Part of these messages are the request for approval that the Approvers has to act upon.

Internal Messages

You have 1052 New
Messages.

Click to access the
approval Notification
Message

Dashboard

Session Details

User: reritai.
Last login:
6/10/2023 17:10:43

Language: English.

Logout

Click on the messages, as shown above to access the approval notification messages.

0 Internal message screen will open as seen below.
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KA KN =R B R R

Select Status From ID Subject

° Moo Odera 130840 There is a new | ce e = 2999999 ans )

0 Inthis case there is only one message for approval, and the status is green. Click on it and the Manage
employee will open to view the details of the new employee prior to approval.
3 To view the Supporting document (in this case Appointment letter-Cl i ck t he Tab ARequir
document.-t hen browse till you can see the document and

0 Go to the transition field and select the option to approve as seen below.

Manage Employee

[eJcofafefo)

|5 MANGO JOSEPH

Application ID
Workflow Status
Workflow Process Status
Transition
Name Prefix Approved - Send to MFED Reviewer MDALink
Rejected
Return Back to Creator
First Name MANGO

Middle Name

0 To send for approval, choose the appropriate choice, then click on the Transition button E as seen

below.
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Manage Employee

FreeBalance

[ Update/Delete Mode ]

[+ .MANGO JOSESH

Picture

Application ID

« Workflow Status

Workflow Process Status : .

Transi
ransition Approved - Send to MFEDF  « E

Name Prefix

« First Name MANGO

Middle Name

Manage Employee

loejojajes] o]

I Transition ‘

[ update/Delete Mode ]

|4 MANGO JOSEPH

Application ID
Workflow Status

Workflow Process Status

Transition
Submit for Approval - E

Name Prefix

= First Name

MANGO

0 The following screen will appear.

\ Transition ‘
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Application Language | ¢ .\

Step Note
Va

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

Finish

The Approver can enter a comment, in the field fASte
next approver or next recipient of the request.

0 Click the Finish button the request will be completed i.e approved or sent to the
next approver. The message below will be displayed.

apac.freebalance.com says

Workflow Transition Executed

6 Click Ok
That is how a new employee record can be approved.

Note: To have employee record approved, there are multiple stages of approval, So the workflow has been designed
such that from one stage, is approved, Approval notification will be sent to the next approver.

So, the other approvers will repeat the same steps define 3.2 to make approvals.

2.3 Making Changes to Employee Master Records

When an employee record has been created in the system and approved, Changes can be made however some
fields are restricted and once changed, a change request will be generated.

Below are the steps to make changes and update employee records.
Step 1. Navigation to menu

Go to: Human Resources>Employee Management>Employee.

@ Human Resources > Employe
Employee
Change Date of Birth
Employee Relationship Type

Knowledge Area

1 Assignment Management

] Organization Management

Step 2. Search and open the existing employee record.

0 Open the employee form (Human Resources>Employee Management>Employee)
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(@]

The form opens in search mode.
Search for the employee to have the record displayed on the form. Use the find button in the top menu of the

O«

forms as seen in the screenshot below.

Manage Employee

[ Search Mode ]
e —]

Application ID

Workflow Status

Workflow Process Status

Name Prefix

Registration Army Number

First Name

Middle Name

@ O] %

Last Name

Default Language

2]

Place Of Birth

Date Of Birth

You can search by any field. Put a value in the required field and click the find button. The value put in the field
to be search does not have to be complete, you can use the asterisk (*)

i.e. search for employees with Surname starting with Tua######.
# denotes any other letters

In the Surname field, input, Tua* then click find.

All employees whose names start with Tua###### will be displayed.

* |s a wild card and can be used in various ways for searching and retrieving records.
The record of the employee will be displayed on the form.

Step 3. You can now make the required change. Go to the field that requires the change and make the change i.e.,
date of birth, name etc. Changes can also be made to records in the different tabs i.e. Employee Payment
information, Contact etc.

Additional records can be added to the tabs, or the existing ones can be changed.

0 For additional records in the tabs, each tab has new button , click on this button and a form will be
opened, input the details, and click save and return button at the bottom of the form.

Save And Return

Step 4. Attachment of Supporting Documents. So, fields are restricted and for any change, a supporting
document will be required. if not attached, the user will get the following message.
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Validation error has occurred

Error: Invalid Data. Please review all error messages to correct your data.

1 : For the modified properties First Mame related Reguired Documents List Type must be added to
the Reguired Documents

Supporting documents can be attached as follows.

0 Click on the tab fiRequired Documents. 0

Click the new button , the screen below opens.

Ox¢

Application ID

Is Document Valid D

+ Required Document List Type
« Attachment n

>

0 In ARequired Document List@ndthestcriemﬂbelowwmzbelookup but i
displayed.

FreeBalance

Required Document List Type

N N EH ES e

[ Search Mode ] Find

FresBalance Application Suite

Application ID

Is Mandatory Document @

Required Document Type
Entity

Required Document List

0 Click the find button. the options below will be displayed.
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Required Document List Type

N N N ES

[ Selection Mode ]

FreeBalance Application Suite

Application Required Document Type Field Required Document List
D

a3 Employee Update nationalld National Id Card

4 Employee Update dateOfBirth Birth certificate

5 Employee Update firstName Name change certificate

] Employee Update middleName Name change certificate

rd Employee Update lastName Name change certificate

In the column for the field, click on the one that relates to the changes that you made. i.e. if you changed last
name, then choose last name.

>

0 You will return to fiRequired Documento Screen
0 Tick the field - Is Document Valid

Required Document

\ Application ID

Is Document Valid

* Required Document List Type =

= Attachment .

b Click the new button in Attachment as seen above.
where you will enter the details of the attachment that you want to submit.
3 EnteraTitle
3 Enter the description
3 Attachment - Browse and attach the supporting document

Then click update as seen in the screenshot below
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Application ID
Attachment Classification

EIpca SUPPORTING DOCUMENT FOR EMPLOYEE -
NAME ¥

Description
P Change of Employee's Last Name

A dhmeri | Choose File | Supporting ... st Name. pdf

Date Time
User

= Attachment Language

English ~
Update
b after clicking update, you wil!/ return to the ARequire:

Required Document

Application ID

Is Document Valid

* Required Document List Type E

Save And Return

b Click fAiSave and Returno button
b The supporting documents wil/l be added under the tab fAReq
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Educations * Spoken Languages Employee Associations Employment Histories

Internal trainings given Required Documents Contacts Addresses Attachments
| T =R

Select Application ID Required Document List Type
31 Appointment letter
N h rtificat e .
| 2me change certiicats This is the Supporting document that

has been attached

Update

Step 4. After making the changes, click on the update button at the bottom of the form, the system will create a
change request, the user will receive the message in the screenshot below.

These messages will only appear if the change was made to a restricted field that requires approval otherwise if the
field change is not restricted then the record will be saved, and the change will take immediate effect.

Below is a sample change request notification that will be generated for a restricted field if changed.

apac.freebalance.com says

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

Click Ok
The change request will be sent instantly to the approver.

Note: The change will not be effective until it has been approved.

2.4 Approving the Changes

Step 1. The approve should log into the system

Step 2: Click on the Information icon! below
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K Information (Ctrl+Shift+1)

Step 2. Approvers wild.@l receive an approval notification

Internal Messages

You have 1 Now Messages.

Dashboard
=

Session Details

Step 3. Click on the messages, below 1 message has been received, Click on it

Internal Messages

You have 2 New Messages.

Dashboard

Session Details

User: TTED.
Last login:
6/10/2023 18:37:55

Language: English.

Logout

Step 4. Click on the internal message, follow the arrow in the screenshot above. The internal message screen
below will open. The approver can view the approval notifications for change requests.
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KA KB ER =D R R

Select Status From D Subject
00 O 130841 s € Je | 148) t S 1
O ° ‘
00 Ode 130833 ere aw Chianie Reauest jo =
O °

The approver must approve each change request.

Step 5. Click on the ID of a given change request and the following screen will open

Internal Message
[ e

From

Organization Name

Subject -
Bod :
29y, Transaction = Change Request
Transaction Id = 148
Code = 148
Options Available: Rejected, MFED Reviewer, Cancelled
4%
Entity
Change Request
Update Domain
Send Email

Requires Action

Receive Read Notice

Step 6. Click the button AUpdate Domaind to

The change is at the bottom of the screen as seen below.

\"

e w

t

he
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Change Request

N KN ICH K8

Application ID

workfiow Status
Workflow Process Status
Transition

Doman ID

To view the supporting Document, Click this button, the
Employee form will open, Click the tab "Required
Document” , you will see the attached document

stricted Properties Only ]

Last Operation Sequence
Change Request Type

Restriction Context

Fiscal Year

Fiscal Period
Crested On

ol
Approved On

Approved By

Sequence  Entity Property Description Entity Property Old Value Entity Property New Value
1 Lastiame MILLY PER MILDRED

To view the supporting Document, Click this details button i n the field fADomain | Do,

form will open, Click the tab "Required Documento, you wil

Step 7. To Approve, go to the Transition field and select the required option to approve.

Change Request

[ Update/Delete Mode ]

* Application ID

* Workflow Status

Workflow Process Status

Transiti
el Endorsed - Send to Reviewi = v

Transition

* Domain ID

Restricted Properties Only

* Last Operation Sequence
Change Request Type

Restriction Context

Institution .
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Then c¢click the 6Transition6 button, the following screen w

Transition

Application Language English )

Step Note
Y

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

Finish 7

Click the Finish button, the following message will be displayed.

apac.freebalance.com says

Workflow Transition Executed

Click Ok to complete.
3. Employee Appointments

3.1 Adding New Employe Assignments (Appointments/Contracts)

Employee assignment is the central component of Payroll CSM, connecting employees to various elements,
including employee positions, situation code combinations, pay codes, shift schedules, cost items, deductions,
salary transitions, and coding blocks. To create a new employee assignment, follow the following steps.

The employee assignment form will be used to capture and maintain all employee appointments/ Contracts.
Follow the steps below to create new Employee Assignments (Appointments)
Step 1. Navigate the menu

Human Resource>Employee Management>Assignment Management
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‘ Human Resources > Employee Management > Assignment Man

Employee Assignment

Salary Transition

Terminate Institution

Accumulated Benefit Summary

Employee Assignment Allow Multiple Institution Tree

HR Action Request

Step 1. To open the empl oEmgoyee Assigngenménbassseeanfromitkefiscr
above.

Step 2. The Employee assignment screen is displayed by default at search mode, Click on the new button n

Employee Assignment

[ Search M

Employee Assignment Filter
ploy 9 ! Current -

Employee

Assignment ID
Workflow Status

* Reason for Assignment
Legal Basis

Union

Institution
e [ @

Step 3. The Job Offer screen below will open.

Populate the following field.

o

Create Assignment Based on Job Offer - Untick
Reason for Assignment - Select the appropriate reason from the drop down.

o«
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Employee Position - Select the employee position. Use the lookup button

0
0 Enter Start date.
0 Pay Code - select from the drop down.

When populated the screen will display as follows.

Create Assignment Based On Job Offer

Create Assignment Based On Job Offer D

Job Offer

* Reason for Assignment

New Employment v
* Employee Position DUMMYPOST-15
* Start Date 1/1/2023 @
End Date
Pay Code

Ministry, Departments and. =+

Proceed

Step 4. Click proceed, you will return to the employee assignment screen
Step 5. Populate all the required fields (*) on the form. Step 6. Populate also
the Tab fASalary Transitionso

3 Click Salary Transition tab

Attachments * Salary Transitions Automatic Cost It

]
Salary Scal New

3 Click the New and enter the details of the employee
y if the employeebds salary is from the salary sca
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Is OffScale M
Group e :
Sub Group -1 . Populate these fields if
O the employee salary is
142018 - from the Salary Scale
Salary Step X .
Step Amount
Amount
if the employeebds salary is not from the salary
o} Ensure that the field fils Off Scaleo is tic
0 Then enter the salary in the field Amount
0 The amount is the annual salary.

Salary Transitions

Is OffScale

* Group L16 v
Sub Group . v

+ Effective Date 1/1/2018 N

« Salary Step 1 v
Step Amount

Amount 8,000.00

Save And Return

Click save and return. You will be taken back to the employee assignment form. And the
salary Transition Tab will display as below
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Attachments * Salary Transitions Automatic Cost Items Automati

Amount

Salary
Scale
L16 / 8,000.00
=171
Step 7. Popul ate also the Tab fAAssignment Financial Coding
0 Click on fAAssignment Financial Coding Blockso Tab

0 Click the add button

* Percentage 100

* Coding Block |4 501/1101/01096/91/211111/000 n
Vi

Save And Return

Note: Confirm the coding block from the senior accountant
0 Then click save and return
Step 8. Click the ORequired Documentd tab. And attach the

This is a mandatory tab. Its where supporting documents will be attached. These documents should have been

scanned and in PDF format.

To attach a supporting document i .e. appointment |l etters,

Appointment Letter. as seen below

EN S N iR

Select Application Required Document List Type
D

Appointment letter

The form below will be opened. From here you can attach the appointment letter.
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Application ID

Is Document Valid

* Required Document List Type :
+ Attachment n

To attach the appointment letter, click the new button n and the screen below will open

Application ID
Attachment Classification

« Titl
e Appointment Letter - Mr. Space Mark

bV

Pescription Appointment Letter - Mr. Space Mark - Temporary

Appointment
&

Choose File | Appointmen...ce Mark pdf
* Attachment o P

Date Time
User

= Attachment Language English .

0 Enter the Title

0 Enter description

0 Browse and attach the soft copy of the appointment letter

0 The click the update button at the bottom of the screen

The appointment letter will be added, the form will appear as below.
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Required Document

Application ID

Is Document Valid

* Required Document List Type
= Attachment :
’ Appointment Letter - Mr Space Mark.pdf n

}
| Update And Return

Click the Update and return button to complete attaching the required document

Step 8. If all the required information has been provided, then click the save button at the bottom of the

screen to save the record

apac.freebalance.com says

Is a retroactive pay required for this assignment?

Step 9. Send it for approval.

Go to the Transition field at the top of the screen, and select the options from the from down, click on the
transition button and accept the messages thereafter to send for approval.

Step 10. The approver wil/l l og in and get the approval not

Step 11. Proceed with this next step only if the assignment created is for Project. That is the pay code selected is
Project.

A Go to automatic deductions.

(Payroll Management>Employee Payroll Settings>Automatic Deductions)
A Click to open the screen. Search by the fields below. 1

- Enter the employee PF Number

2 - Enter the deduction id KPFR

31 Click the find button
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[ Search Mode ]

Automatic Deduction

FreeBalance

N KN =R

Employee

Employee Assignment
Name

Deduction Start Date

Deduction End Date

Reference Number

Origin

Vendor

Amount

Rate

Financial Coding Block Debit

Financial Coding Block Credit

Legal Basis

Explanation

Attachments Required Documents

Automatic Deduction Cost Item

N B =N R

Select Information

Download

When you click the find button, the List of assignments will be displayed as seen below, select the

assignment that you created by clicking on the record, see assignment id

Automatic Deduction

(o1 a |

”

The details of the deduction (KPFR) will be displayed as seen in the screen shot below.

Popul at e

the fi

el

d

OFinanci al//-/@ex21ilhby

Bl

Employee  Assignment Deduction Deduction Name Deduction Start Date
Tavita Natan 1 KEFR KPF EMPLOVER CONTRIBUTION 2023
| Tavita Natan 2 KRR KPF EMPLOVER CONTRIBUTION M |

ock

Deduction End Date

Debito
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Automatic Deduction

lojajej]#

* Employee

------- =
» Employee Assignment 2 m
Deduction .
Name
Deduction Start Date 15/9/2024 E
Deduction End Date E
Reference Number
* Origin
Vendor
Amount

Rate

Exemption

Minimum Salary
Financial Coding Block Debit L
Financial Coding Block Credit . —— I

Amount

Rate

Financial Coding Block Debit fefef212111/- n Populate only if the assignment is for PROJECT
A

Financial Coding Block Credit
. I

A The click the update button at the bottom of the of the screen as seen below to update
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Automatic Deduction

N S =0

Rate i

Exemption

Minimum Salary

Financial Coding Block Debit . ad
Financial Coding Block Credit e e
Amount

Rate

Financial Coding Block Debit

i Q[ a
Financial Coding Block Credit “

4
Max Cumulative Deduction -

Legal Basis

Explanation

KPF EMPLOYER CONTRIBUTION

Required Documents Automatic Deduction Cost Ttem
N EEE

Select Information Download

KA

A The change will be saved, and you will get the message below.

ifmis-kiribati.freebalance.com says

Automatic Deduction for Employee Assignment 2 updated successfully
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3.2 Changes to Employee Assignment (Appointment)
The changes to a contract can be of various forms, that ranges from Termination, Promotion, Transfers etc.

All these changes will be done on the employee assignment form.

3.2.1 Termination of Appointment

Follow the steps below to end the assignment/appointment of an employee.
Step 1: Open the employee assignment form. Use the path below.
0 Follow the path:
Human Resources>Employee Management>Assignment Management>Employee Assignment

0 Click on employee assignment.
0 Form will open in search mode

Step 2: Search and retrieve the employeeds assignment .

0 Enter the Employee number in the field AEmMpl oyeeo.

Employee Assignment

Lo | a | | & |
[ Search Mode ] Find

Employee Assignment Filter

Current -

Employee

Full Name

= Assignment ID

0 Click the Find button “ . Employee assignment details will be displayed on the form.

Step 3: Enter the end date and reason.

6 Scroll down the form till you can see the field 6End dat
0 Enter the end date.
6 In the field AEnd date Reasono. Select the reason for en

Employee Assignment

(o jJaje] o]

[ Update/Delete Mode ]

End Date 31/12/2023

End Date Reason

END OF CONTRACT v

Pay Termination End Date

Last Increment Date
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Step 4: Attach the supporting document.
Supporting documents can be attached as follows.

0 Click on the tab ARequired Documents. o

Click the new button , the screen below opens.

Required Document

O«

Application ID

Is Document Valid [:]

+ Required Document List Type
« Attachment n

0 In ARequired Document List@ndtheé.criemwlbelowivvihzbelookup but i
displayed.

FreeBalance

Required Document List Type

N N EH ES e

[ Search Mode ] Find

FreeBalance Application Suite

Application ID

Is Mandatory Document @

Required Document Type
Entity

Required Document List

0 Click the find button. the options below will be displayed.

Required Document List Type

o Jale] x

[ Selection Mode ]

Application Required Document Type Field Required Document List
L
i Emplovee Assignment Uodate endDate Suppeorting docyment
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In the column for the field, click on the one that relates to the changes that you made. i.e if you end the contract, then
choose the end date.

0 You wi |l return to ARequired Documento Screen
Tick the field - Is Document Valid

Required Document

‘ Application ID

O«

Is Document Valid

= Required Document List Type

= Attachment
New

b Click the new button in Attachment as seen above. Al nf.
where you will enter the details of the attachment that you want to submit.
3 EnteraTitle
3 Enter the description.
3 Attachment - Browse and attach the supporting document.

Then click update as seen in the screenshot below.

Application ID
Attachment Classification

i TERMINATION OF CONTRACT

Bscriplon MR. STARWARE MIT

« Attachment Supporting ...f Contract pdf

Date Time
User

« Attachment Language

English v
Update
b After clicking update, you wil!/l return to the ARequire:
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Required Document

Application ID

Is Document Valid

* Required Document List Type

« Attach t
RS Supporting Doc - End of Contract.pdf n

Save And Return

b Click ASave and Returno button.
b The supporting documents wil/l be added

Step 5: Click the update button at the bottom of the screen.

under

t

he

t
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Employee Assignment

Last Increment Date

Specialty

Created On
Created By

Approved On .

Explanation Note

Notice Date

Attachments * Salary Transitions Automatic Cost Items Automatic Deductions

KX KN N D

Select Application Required Document List Type

1D
13 Appointment letter
Supporting_document

Update

Step 5: A change request message will be displayed below.

apac.freebalance.com says

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

Click Ok
The change request has been sent to the approver.

o« O«

Note: The change will only be effective once the change has been approved
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All the changes related to employeesd appointment wild/l be
changes other than termination of appointment may include.

0 Promotions/Demotions - When there is a change in Position, salary.

0 Transfer - Employee being shifted from one Institution to another.

0 Reclassifications - In this there may be position change, salary change.

0 Recall - Employees who were suspended in the past but are being reinstated again.
0 Re-employment - Employees who left in the past but are being engaged again.

0 Leave etc.

To effect these changes, Create a new employee assignment.

Step 1: Follow the same steps as guided in 3.2, howeve]
appropriate reason.

Note. If there are any existing and active assignments, they will be ended.

3.2.3 Changes in Employee Salary Scale (Salary Transitions)
When an employee's salary scale changes, use fisalary Trans
Follow the steps below.
0 Open the salary transitions form.
@  Human Resources > Employee Management > Assignment Management

Employee Assignment

Temporary Position

Terminate Institution
Accumulated Benefit Summary

Employee Assignment Allow Multiple Institution Tree

HR Action Request

0 Populate all the mandatory fields

0 Attach the supporting documents.

0 Save

0 Go to Transition field and sent for approval.

3.3 How to renew/extend employees contract.
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1. Go to employee assignment: Human Resources > Employee Management > Assignment Management >

Employee Assignment.
2. Look up the employee

concerned

and |

ook

Employee Assignment

(ojaj=]a

[ Search Mode ]

Employee Assignment Filter Current .
Employee

Assignment ID

Workflow Status

Workflow Process Status

Reason for Assignment

Position

Legal Basis

Union

Institution

Is Main

Work Location
Situation Code Combination

Shift Schedule

Initial Date for Seniority Calculation
Utilization Rate
Pay Code

Start Date

3. click the copy button at the bottom of the form

4 > Human Resources

for

t

he
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Employee Assignment

[ Update/Delete Mode ]

Initial Date for Seniority Calculation

= Utilization Rate

Hours Per Week

= Pay Code

* Start Date

Planned End Date

End Date

End Date Reason

Last Increment Date

Specialty

Created On

Created By

Approved On

Approved By

Explanation Note

Notice Date

Attachments * Salary Transitions

Pay Termination End Date

1/3/2025

1/3/2025

31/12/2025

24/

Automatic Cost Items

Automatic Deductions

> Human Resources > Employee Management > As:

Position Financial Coding Blocks

Kiribati Training Instance

nment Management >

* Assignment Financial CodingBlocks

Employee Assignment Penalties

Required Documents

Return Assignments

N KB =R =R

Select Information

=

Download

4. A screen will pop up. Enter the Start Date and save.

Em

loyee Assignment

Assignment Copy

* Start Date

4. A new assignment will be created, copy of the existing assignment.
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5. Adjust the assignment to include the changes.

6. Save and submit for approval

4. Allocating Allowances to Employees

Employees can be entitled to allowance in two ways.

1.

4.1

Recurrent allowances (Long Term Allowances)

These are allowances issued to an employee and will be paid to the employee in every pay period until it is
stopped. for example, car allowance, Housing Allowance etc.

In the system, these allowances will be issued an employee usingfi Aut omat i ¢ @ongRayroll t € mo
Management>Employee Payroll Settings>Automatic Cost Items) See

section 5.1, how the allowance can be assigned to an employee.
Pay Period Specific Allowances
These are allowances issued to an employee for a specific pay period. For example, Overtime, Shift etc.

In the system, these allowances will be issued an employee usingfiCost |t em Rar(Pafodri od?o
Management>Employee Payroll Settings>Automatic Cost Iltems)

How to Assign Automatic Cost Item (ACI) to an Employee

Follow the steps below to assign an ACI to an employee.

Step 1. Navigate to the menu below.

Payroll Management>Employee Payroll Setting >Automatic Cost item.

Click to open the form.

& Payroll Management > Employee Payroll Settings

Automatic Deductions

Employee Deduction Rule

Maximum Yearly Cost Item Validation
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Step 2. The automatic cost item screen is displayed by default at search mode, click on the new button u
(You will then be in insert mode).

Step 3. Complete all mandatory fields on the form, denoted by an asterisk (*) are mandatory.

0 Additional fields will be displayed after selecting the cost item.

0 Populate all the required fields.

0 Mandatory fields are denoted by an asterisk (*)

0 Some fields, have a lookup button, Click on like to select from a given list.
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Automatic Cost Item
o1 3

< Employee aages

« Employee Assignment
Employee Position

Position Description

Name
- Start Date 1/1/2023

End Date

Cost Item Frequency Amount

Cost Item Rate

Effect On Accumulated Benefit

Accumulated Benefit

Financial Debit Coding Block e )

Financial Credit Coding Block

= Number Of Hours Or Days 1.00
= Amount For Frequency

Legal Basis

Explanation

Step 4. Attach Supporting Document.

This is a mandatory tab. Its where supporting documents will be attached. These documents should have been
scanned and in PDF format.

To attach a supporting document

o«

Click the ARequired Documentso Tab
The link to attach the supporting document required will be displayed

o«
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click on it.

N iR =N =R

Select

Application ID Required Document List Type
Supporting_ document &

FreeBaance

Link to Attach Supporting
Document, Click on it and follow
the next steps to attach the

document

The form below will be opened. From here you can attach the appointment letter.

Required Document

Application ID

Is Document Valid

+ Required Document List Type

* Attachment

To attach, click the new button n and the screen below will open.

Application ID

Attachment Classification

gLl CLAIM FOR OVERTIME @ 1.5
Vi
Description ==
CLAIM FOR OVERTIME @ 1.5
Vi
- Attachment pwiflatosen
Date Time
User

« Attachment Language English .

Update

0 Enter the Title

0 Enter description.

0 Browse and attach the soft copy of the appointment letter.

0 The click the update button at the bottom of the screen.
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The Supporting document will be added.

‘ Application ID

Is Document Valid
+ Required Document List Type a
« Attach .
tachment Supporting Doc - Cost Item.pdf v “

|
1

‘ I Update And Return

0 Click the Update and return button to complete attaching the required document. Step

5. Save the record.

Click the save button .:. at the bottom of the form to save.
The following message will be displayed.

O¢ O«

apac.freebalance.com says

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

0 Click Ok and the message below will be displayed.

apac.freebalance.com says

Change Request for AutomaticCostltem Created Successfully

E

You have successfully added the ACI to an employee, its now pending approval.

4.2 How to make changes to Automatic Cost Item (ACI) assigned to an Employee.
Follow the steps below to make changes to ACI assigned to employees.

Step 1. Navigate to the menu below.

Payroll Management>Employee Payroll Setting >Automatic Cost item.

Click to open form
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& Payroll Management > Em yroll Settings

Automatic Deductions

Employee Deduction Rule

Maximum Yearly Cost Item Validation

Step 2. Search for an employee's ACI to be changed.

The automatic cost item screen is displayed by default at search mode as below.

Automatic Cost Item

[ Search Mode ] Find

Employee
Employee Assignment

Cost Item

BEE

0 Employee the employee ID.
0 Multiple fields can be used for the search.
0 Then click the find button. the results will then be displayed. for example, as seen below
Automatic Cost Item
(o] a
Employee Assignment Cost Item Cost Item Name
GODY sQuUL 1 A038 CAR ALLOWANCE
GODY SQUL G b BASICSAL-001 BASIC SALARY
0 Click on the Cost item that needs to be changed.
0 You will be taken to the ACI form, the details of the cost item assigned to the employee will be displayed as

seen below.
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Automatic Cost Item

[ Update/Delete Mode ]

= Employee
- Employee Assignment
Employee Position N o

Position Description

= Cost Item
EE

Name
- Start Date 28/1/2023

End Date

"= § Qe

1/7/2023

Cost Item Frequency Amount

Cost Item Rate

Effect On Accumulated Benefit

Accumulated Benefit

Financial Debit Coding Block

b

Financial Credit Coding Block

=N f H
umber Of Hours Or Days 1.00

Amount For Freguency 180.00

Legal Basis

Step 3. Make the Changes
0 Make the changes as required.

Note that some fields are restricted, and any changes made will trigger a change request that has to go

for approval.

0 Click on the tab fARequired Documents. 0

0 Click the new button , the screen below opens.
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Application ID

Is Document Valid :l

Required Document List Type
+ Attachment n

s

0 In ARequired Document List@ndtheicriemlbeloWWibbelookup but f

displayed.

FreeBalance

Required Document List Type

N N EH ES e

[ Search Mode ] Find

FreeBalance Application Suite

Application ID

Is Mandatory Document @

Required Document Type

v
Entity
Required Document List .

0 Click the find button. the options below will be displayed.

FreeBalance

Required Document List Type

Lo ] a ] 5 J x|

[ Selection Mode ]

FreeBalance Application Suite

Application Required Document Type Field
D

amountForFrequency

10 Automatic Cost Item Update

In the column for the field, click on the one that relates to the changes that you made. i.e. if you changed last

name, then choose last name.

0 You wi || return to fiRequired Documentd Screen
0 Tick the field - Is Document Valid
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Required Document

Application ID

Is Document Valid

= Required Document List Type B

= Attachment
New

b Click the new button in Attachment as seen above. @Al nf
where you will enter the details of the attachment that you want to su bmit.
3 EnteraTitle
3 Enter the description.
3 Attachment - Browse and attach the supporting document.

Then click update as seen in the screenshot below.

Application ID

Attachment Classification

= Title CHANGE OF OVERTIME HOURS
v
Description CHANGE OF OVERTIME HOURS - JAMES RIM
%
o AttacHmERE Suapoﬂ.ﬂg ...Cost ltem.pdf
Date Time
User
+ Attachment Language English =
b after clicking update, you wil/ return to the ARequire:l
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Is Document Valid

FreeBaance

+ Required Document List Type
< Al h

Save And Return |

b Click ASave and Returno button.

b The supporting documents wil/l be

Step 5. Save the change.

Click the update button at the bottom of the form.

The message below will be generated.

O¢ O«

apac.freebalance.com says

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

0 Click Ok, then the following confirmation message will be generated

apac.freebalance.com says

Change Request for AutomaticCostltem Created Successfully

added

0 Click Ok to Finish

That is all, the change request has been made. It will be effective once approved.

under

t

he

tab
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This is a user guide that shows step by step guide on how to assign and make changes to Cost Items Per Period

(CIPP) to an employee. CIPP is a form in the payroll system that is used to assign short term (one time) allowances to
an employee. These allowances are for only one (1) specific pay periods. These allowances include overtime, standby
allowances, leave grant, supervisory allowances etc.

The workflow that will be followed in this process is as follows:

Data Entry (LM) > Endorsement (SA LM)> Approval (SRO LM)> Review

(MFED From the workflow above

Approval Comment
Stages From Stage To Stage Role
Created [en] Submit for
1 Created [en] Approval Requested - SA Approval HR Data Entrant
Created [en] Cancelled
Approval Requested - SA SRO_MDA Approval Requested Endorse SENIOR
2 Approval Requested - SA Created [en] ACCOUNTANT
Approval Requested - SA Rejected [en] APPROVER
SRO_MDA Approval Requested | Rejected [en] Authorise
3 SRO MDA Approval Requested | MFED Reviewer SRO APPROVER IN
= MINISTRY
SRO MDA Approval Requested | Approval Requested - SA
MFED Reviewer Review and Post
4 MFED Reviewer Created [en] Review and HR MFED Reviewer
MFED Reviewer Rejected [en] Post

From the workflow above,

A Data entry will be done by users (Data Entrant) from their respective ministries. Its import that they capture the
entries on time and submit it to the Senior Accountant to Endorse. In case of change of mind, the data entrant
can cancel.

A Once the request has been submitted for approval, the senior accountant will be able view them through the
dashboard and internal messages through which they can endorse.

A After endorsement, the SRO will receive the notification to approve, the approval can be through internal
messages or dashboard.

A So, the approval stages 1, 2 and 3 should be completed by the respective line ministries before it can be
reviewed and posted by MFED.

A At each stage of the approval, the approver can either approve, reject or return it back to the sender for

review and correction. After correction it can be resubmitted again.
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If an employee is entitled to allowances to be paid in only 1 pay period, assign it to the employee using the cost item
per pay period form. These allowances include overtime, standby allowances, leave grant, supervisory allowances
etc. Follow the steps below to assign an CIPP to an employee.

Step 1. Navigate to the menu below.
Payroll Management>Employee Payroll Results>Cost Items Per Period

Click to open the form.

‘ Payroll Management > Employee Payroll Results

Cost Items Per Period Target Stage

Deductions Per Period

Deductions Per Period Target Stage

Step 2. The CIPP item screen is displayed by default at search mode, click on the new button u (You will then be
in insert mode).

Step 3. Complete all mandatory fields on the form, denoted by an asterisk (*) are mandatory.

O«

Additional fields will be displayed after selecting the cost item.

0 Populate all the required fields.
0 Mandatory fields are denoted by an asterisk (*)
0 Some fields, have a lookup button, Click on like to select from a given list.
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Cost Item Per Period

[ Search Mode ]

Employee

Workflow Status

Employee Assignment

Roll Back

Fiscal Year

Pay Code

Pay Period

Cost Item Start Date
Cost Item End Date

Cost Item

Amount For Frequency

Number Of Hours or Days
Rate

Cost Item Scale Level
Mumber Of Pay Periods
Calculated Amount
Corrected Amount
Taxable Amount

Legal Basis

Step 4. Attach Supporting Document.

This is a mandatory tab. Its where supporting documents will be attached. These documents should have been
scanned and in PDF format.

To attach a supporting document

0 Click the ARequired Documentso Tab
0 The link to attach the supporting document required will be displayed
0 click onit.

66



0

Attachments Required Documents
L T =

Select Application ID

FreeBalance

Required Document List Type

o & Link to Attach Supporting

Document, Click on it and follow
the next steps to attach the
document

The form below will be opened. From here you can attach the appointment letter.

Required Document

Application ID

Is Document Valid

* Required Document List Type

+ Attachment n

To attach, click the new button n and the screen below will open.

Application ID

Attachment Classification

KIE CLAIM FOR OVERTIME @ 1.5
Description CLAIM FOR OVERTIME @ 1.5

No file chesen

- Attachment
Date Time

User

. h
Attachment Language English

Update

0 Enter the Title
0 Enter description.

0 Browse and attach the soft copy of the appointment letter.
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0 The click the update button at the bottom of the screen.

The Supporting document will be added

Required Document

‘ Application ID

Is Document Valid

+ Required Document List Type
« Attach t 5

|
’ Update And Return

0 Click the Update and return button to complete attaching the required document. Step

5. Save the record.

Click the save button .:. at the bottom of the form to save.
The following message will be displayed.

O¢ O«

apac.freebalance.com says

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

0 Click Ok and the message below will be displayed.
Change Request for Cost Item Per Period Created Successfully

You have successfully added the CI PP t

(o]

an

empl oyee,
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Case scenario 1: Example of assigning different categories of Cost Items to Employees

The scenario below demonstrates how to assign the different categories of cost items to employees through CIPP Step
1. Navigate to the menu below.

Payroll Management>Employee Payroll Results>Cost Iltems Per

Period Click to open form.

@ Payroll Management > Employee Payroll Results

Cost Items Per Period Target Stage

Deductions Per Period

Deductions Per Period Target Stage

Step 2. The CIPP item screen is displayed by default at search mode, click on the new button n (You will then be
in insert mode).

Cost Item Per Period

(o Ja
*
al Y
y Cox
Pay Period -
2 f2024 E

bICIRSIE AN

e
G©

m
]

 Cont e P Poiod R Dot
o

Select Information Download

[ 8
Step 3. Complete all mandatory fields on the form, denoted by an asterisk (*) are mandatory.

A Employee i enter the employee PF number or select from the list using the lookup button
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+ For Permanent employees, enter the PF number but add a 0 after the year. i.e. if the PF Number is
2019111, enter it as 21190111
«+ Fortemporary employees, if the number is 8 characters, the enter the employee number as is
donét anything, and if itdéds |l ess than 8 characters,
make it 8 e.g. if the number is T6230420, enter it without and change. If its 10452 the enter it has
4+ 000010452
« After entering then click tab on the keyboard, if the employee exists, the details button will be
added as seen below.

Cost Item Per Period

KN KN =8 0 8

* Employee

20180113 ®R &

Details
Employee Name

Employee Assignment i Enter the employee assignment, currently its 1, however take note that it may not

be 1 if the employee has had other contracts in the past. In that case click the lookup button and
select the active assignment from the list.

Fiscal year - select from the list.

Pay code i will be populated automatically.

Pay period - select from the list.

Cost item Start date and end dates will be populated automatically.

Cost item i user the look up to select the cost item from a list

# Click the look up button

4 The cost item screen will open as below.

Cost Item

o Jalel <To]s)

Application ID

Is this a basic salary
Is this an allowance
1s this for retroactive purposes

Is this prorated

NEEEE

Is this a cost item that limits the regular basic salary cost item

*
Q
6

Allow this cost item in module

KA
€y

Is the task mandatory

Q

+ Click the find button and the list of cost items will be displayed.
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Cost Item

N N G ES N

[ Selection Mode ]

Application ID Name

ABNOMAL ABNORMAL

ABNORMAL ARR ABMORMAL ARREARS
ACT ACTING ALLOWANCE

ACTING ARR ACTING ALLOWANCE ARREARS

ANNLVCR(L11-  Annual Leave Credit (111-10)
10)

AMNLVTK(LL1-  Annual Leave Debit (L11-10)
10)

BASICSAL-001 BASIC SALARY

CAR CAR ALLOWANCE
CEMENTAC CEMENT (A)_ CONFINED
CEMENTBO CEMENT (B) OPEN
CHARGE CHARGE ARREARS

4 Click on the cost item you want to select.
Note: Additional fields will be added to the form depending on the cost item selected.

Take Note of the following
If you select overtime, enter the hours as follows.

Cost Ttem oTL.s

Cost Item Frequency
Cost Item Amount For Frequency
Cost Itemn Debit Coding Block

Cost Ttem Credit Coding Block

Amount For Frequency

Number Of Hours or Days =
w‘S\\s
Rate Enter the Overtime

urs Her

Calcutated Amount hours Here

Corrected Amount
Enter an a

Legal Basis v comment here i.e
period of

Explanation s
overtime claim

V4

* Cost Ttem Per Period Reguired Documents R Attach Supporting
Document by clicking this

Select Information Download

Dondét enter anything in the field é6Amount for
If you choose supervisory allowances for specialists, consultants, head specialist,
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Chemical arrears, sewage arrears, covid risk allowances, dirt arrears, On Call Doctors or
any allowances that have a fixed rate per hour/day, enter them as follows. This covers all
cost items that have a formula in the form:

« Cost Item SUPCONSLT

Cost Item Frequency
Cost Item Amount For Frequency

Cost Item Debit Coding Block

Cost Item Credit Coding Block

Amount For Frequency

Number Of Hours or Days
Y 45 | M= Enter the number of Hours here
Rate

Calculated Amount

Corrected Amount

Enter the

Legal Basis l/ description/narration here
-

Explanation

7

Click here to enter attach the
" . s
Attachments Cost Item Per Period Required Documents e!uppomng documents
|

Select Information Download

Dondét enter anything in the field 6Amount for

If you choose ACTING ALLOWANCE ARREARS or CHARGE ARREARS
Or any cost item that involves taking the different in salary of the acting position and
current position. Populate the fields as below.
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Donét change number of hours/ days, | eave

For allowances that require entering a specific amount e.g. leave grant, entertainment
arrears, enter as follows. There is no formula but the amount assignment to the employee
will be a fixed amount.
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