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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. To log 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 
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4. In the field ñUsernameò, enter your username 
 

5. In the field ñPasswordò, 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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

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   
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Click on Employee and the óManage Employeeô screen will be opened as seen below. 
 

By default it will open in search mode  
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Step 2. To create a new employee, click on new button  , from the main menu as seen in the above screen 

shot.  The form will open in ñInsert Modeò as seen in the screenshot below, and the user can now proceed to 

populate all the required fields including the tabs accordingly
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Step 3. Note  Distinguish between the permanent/Recurrent Contract employee and temporary/project-based 

employee using the field ñIs on Permanent/Recurrent Contractò 
 
If employee has a permanent/recurrent contract - have the field ticked/checked If 

employee has a Temporary/Project - don't tick/check the field 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Step 4.  Fill all the mandatory tabs denoted by asterisk* such as spoken languages, employee payment 

information, required documents for contact. 
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Populate the tabs as below 
 

Step 4 (a) Spoken languages  
 

Click on the tab óSpoken languagesô as seen from the above screenshot then, Click on the lookup button 

and select the language from the drop down menu and update it. 
 
 
 
 
 
 
 
 
 
 

 

The screen ñWorld Languagesò below will open, as seen below  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click the find button and the list of all the languages will be displayed as seen below. 
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Tick the required languages, and then click on the ñReturnò Button  . the selected languages will be added to 

the ñSpoken Languageò 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 letters, Click the ñRequired Documentsò Tab, then 

click on Appointment Letter. as seen below 
 
 
 
 
 
 
 

 

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

 

To attach the appointment letter, click the new button  and the screen below will open 
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ǒ Enter the Title 
 
ǒ Enter description 

 
ǒ Browse and attach the soft copy of the appointment letter  

ǒ The click the update button  at the bottom of the screen 
 
The appointment letter will be added, the form will appear as below.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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. 
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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 óEmployee Payment Informationô tab, then click the new button 

 and the screen below will open 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

employee can be paid. 
 

ÉĦĲŰċƖŔŸШΝаШEůƓũŸǃĲĲƚШƓċŔĬШƣőƖŸƨŊőШ7ċŰťШљ?ŔƖĲĦƣШ?ĲƓŸƚŔƣƚњ 
 
If the employee is paid through Bank: 
 

ǒ Then choose ñDirect Depositò in the field ñPay methodò 



15 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ǒ Pay Type - If all the employeeôs net salary (100%) will be paid to 1 bank account, then Choose ñBalanceò.  

ǒ Then click on the field ñBank Accountò  , another screen ñbank Accountò will be opened. In this screen 

enter the employees bank account details, populating all the mandatory fields with the asterisk (*) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Once done, click the save and return button at the bottom of the screen  
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You will be taken back to the employee payment information screen below  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Click the save and return button on the above screen  and the bank details will be added to the 

ñEmployee Payment Informationò tab as seen below. 
 
 
 
 
 
 

 

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 
 

ỏ 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 
 

ƺ The Pay Type will be ñAmountò 
 

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

steps will be the same as defined in scenario 1 but the Pay Type will be ñBalanceò as seen below 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Once the split has been entered, the tab ñEmployee Payment Informationò will look like below. Two records, each 

record represents a split in net salary. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

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: 
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ǒ Then choose ñCashò in the field ñPay methodò. Additional fields will be added, and the form will appear as 

below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ǒ Pay Type - If all the employeeôs net salary (100%) will be paid in cash, then Choose ñBalanceò. 
 
ǒ Populate all the other required fields i.e. 
 

ƺ 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  ,the list of pay 

agents will be displayed as below 
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ƺ click on the correct one to select  
ƺ Payment Location - Select ñOuter Islandò 

 
ƺ Receiver Name - Enter name of the person going to receive the cash 

 
ƺ Type of Identification - Select Identity Type 

 
ƺ Identification Number - Enter the Identity Number base on the selection made in ñType of 

Identificationò 
 

ƺ Receiver Address - Enter the address of the receiver.  
ƺ Then click ñSave and Returnò 

 
ƺ The record will be added to the ñEmployee Payment Informationò as seen below  

 
 
 
 
 
 
 
 
 

 

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 multiple cash splits in óEmployee Payment Informationô. Repeat the step in Scenario 3. 
 

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

ƺ The Pay Type will be ñAmountò 
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ƺ Enter the pay value in this case will be 41 
 
ƺ Populate the remaining fields. The pay agent is the Island 

The screen will look like below. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Then click update and return button  
 

The record will be added to the ñEmployee payment Informationò tab 
 

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  



21 
 

Scenario 5: Mixed Pay method 
 
Part of employeeôs salary is through Cash and the other through bank 
 

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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

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 ID 

number. 
 
 
 
 
 
 
 

 

Step 6 . Send for Approval 
 

ǒ Scroll to the top of the form, you will see a field ñTransitionò. 
 
ǒ Click on the drop down and select the appropriate option.  

ǒ To send for approval, choose ñSubmit for Approvalò, then click on the Transition button as seen 

below. 
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ǒ The following screen will appear  
 
 
 
 
 
 
 
 
 
 
 

 

The User can enter a comment, in the field ñStep Noteò. This comment will be displayed to the 

next approver or next recipient of the request. 
 

ǒ Click the Finish button  the request will be completed i.e. approved or sent to the 

next approver. The message below will be displayed. 

 
 
 
 
 
 

 

ǒ 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. 
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ǒ On the Manage Employee Screen. 
 

ǒ Click on the button Workflow History.  
 
 
 
 
 
 
 

 

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

 

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. 
 

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. 
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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 

ñInternal Messagesò with a note in Orange of the number of messages that the approver has and has not yet read 

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

 

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

ǒ Internal message screen will open as seen below. 
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ǒ In this 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. 
 

ƺ To view the Supporting document (in this case Appointment letter - Click the Tab ñRequired 

document. - then browse till you can see the document and download is requiredò) 

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

 

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

below. 
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ǒ The following screen will appear. 
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The Approver can enter a comment, in the field ñStep Noteò. This comment will be displayed to the 

next approver or next recipient of the request. 
 

ǒ Click the Finish button  the request will be completed i.e approved or sent to the 

next approver. The message below will be displayed. 

 
 
 
 
 
 

 

ǒ 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.   
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2 . Search and open the existing employee record. 
 

ǒ Open the employee form (Human Resources>Employee Management>Employee) 
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ǒ The form opens in search mode. 
 
ǒ Search for the employee to have the record displayed on the form. Use the find button in the top menu of the 

forms as seen in the screenshot below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

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. 
 

* Is 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. 
 

ǒ 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. 
 
 
 
 

 

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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Supporting documents can be attached as follows. 
 

ǒ Click on the tab ñRequired Documents.ò 
 

ǒ Click the new button , the screen below opens.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ǒ In ñRequired Document List Typeò, click the lookup button  and the screen below will be 

displayed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ǒ Click the find button. the options below will be displayed. 
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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 changed last 

name, then choose last name. 
 
ǒ You will return to ñRequired Documentò Screen  
ǒ Tick the field - Is Document Valid   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ƀ Click the new button in Attachment as seen above. ñInformationò form will open. This is 

where you will enter the details of the attachment that you want to submit.   
ƺ Enter a Title   
ƺ Enter the description   
ƺ Attachment -  Browse and attach the supporting document  

 

Then click update as seen in the screenshot below  
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ƀ after clicking update, you will return to the ñRequired Document screenò as seen below  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ƀ Click ñSave and Returnò button  
ƀ The supporting documents will be added under the tab ñRequired Documentsò as seen below. 
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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.  
 
 
 
 
 
 
 
 
 
 

 

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 



33 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2. Approvers will receive an approval notification in ñInternal Massageò  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

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

 

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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The approver must approve each change request. 
 

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

 

Step 6. Click the button ñUpdate Domainò to view the details of the change request as seen below. 
 

The change is at the bottom of the screen as seen below. 
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To view the supporting Document, Click this details button in the field ñDomain IDò, the Employee 

form will open, Click the tab "Required Documentò, you will see the attached document 
 
Step 7. To Approve, go to the Transition field and select the required option to approve.  
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Then click the óTransitionô button, the following screen will pop up  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

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

 

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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Step 1. To open the employee assignment screen, click ñEmployee Assignment ò as seen from the screen shot 

above. 
 

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

 

Step 3. The Job Offer screen below will open. 
 

Populate the following field. 
 

ǒ Create Assignment Based on Job Offer - Untick 
 
ǒ Reason for Assignment - Select the appropriate reason from the drop down. 
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ǒ Employee Position - Select the employee position. Use the lookup button   
ǒ Enter Start date. 

 
ǒ Pay Code - select from the drop down. 

 

When populated the screen will display as follows.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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 ñSalary Transitionsò 

 
ƺ Click Salary Transition tab  

 
 
 
 
 
 
 
 
 
 
 

 

ƺ Click the New and enter the details of the employeesô salaries 
 

ƴ if the employeeôs salary is from the salary scale, then enter the details as below. 
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ƴ if the employeeôs salary is not from the salary scale, then enter the details as below. 
 

ǒ Ensure that the field ñIs Off Scaleò is ticked 
 

ǒ Then enter the salary in the field Amount 
 

ǒ The amount is the annual salary.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ǒ 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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Step 7. Populate also the Tab ñAssignment Financial Coding Blockò 
 

ǒ Click on ñAssignment Financial Coding Blocksò Tab 
 

ǒ Click the add button   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Note: Confirm the coding block from the senior accountant  

 
ǒ Then click save and return 

 

Step 8. Click the óRequired Documentô tab. And attach the contract or Appointment letter. 
 

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 letters, Click the ñRequired Documentsò Tab, then click on 

Appointment Letter. as seen below 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

The form below will be opened. From here you can attach the appointment letter. 
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To attach the appointment letter, click the new button  and the screen below will open  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ǒ Enter the Title 
 
ǒ Enter description 

 
ǒ Browse and attach the soft copy of the appointment letter  

ǒ 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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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 
 
 
 
 
 
 
 
 
 
 
 

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 will log in and get the approval notification message in ñInternal messages.ò 
 

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

Project. 
 
Å Go to automatic deductions. 

 
(Payroll Management>Employee Payroll Settings>Automatic Deductions)  

 
Å Click to open the screen. Search by the fields below. 1 

- Enter the employee PF Number 
 

2 - Enter the deduction id KPFR 
 

3 ï Click the find button 
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Å 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 
 
 
 
 
 
 
 
 
 
 
 

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

Populate the field óFinancial Coding Block Debitô with the value ó-/-/-/-/212111/-ô 
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Å The click the update button at the bottom of the of the screen as seen below to update 
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Å The change will be saved, and you will get the message below.  
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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. 
 
ǒ Follow the path: 

 

Human Resources>Employee Management>Assignment Management>Employee Assignment  

 

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

 

Step 2: Search and retrieve the employeeôs assignment. 
 

ǒ Enter the Employee number in the field ñEmployeeò.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ǒ Click the Find button  . Employee assignment details will be displayed on the form. 
 
Step 3: Enter the end date and reason. 
 

ǒ Scroll down the form till you can see the field óEnd dateô,  
ǒ Enter the end date.  
ǒ In the field ñEnd date Reasonò. Select the reason for ending the contract.  
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Step 4: Attach the supporting document. 
 

Supporting documents can be attached as follows. 
 

ǒ Click on the tab ñRequired Documents.ò  

ǒ Click the new button , the screen below opens.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ǒ In ñRequired Document List Typeò, click the lookup button  and the screen below will be 

displayed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

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



48 
 

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. 
 
ǒ You will return to ñRequired Documentò Screen 

 
ǒ Tick the field - Is Document Valid   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ƀ Click the new button in Attachment as seen above. ñInformationò form will open. This is 

where you will enter the details of the attachment that you want to submit.   
ƺ Enter a Title   
ƺ Enter the description.   
ƺ Attachment -  Browse and attach the supporting document.  

 

Then click update as seen in the screenshot below.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ƀ After clicking update, you will return to the ñRequired Document screenò as seen below. 



49 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ƀ Click ñSave and Returnò button.  
ƀ The supporting documents will be added under the tab ñRequired Documents.ò 

 
 
 

Step 5: Click the update button at the bottom of the screen. 
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Step 5: A change request message will be displayed below.  
 
 
 
 
 
 
 
 
 

 

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

 
Note: The change will only be effective once the change has been approved  
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3.2.2 §ƣőĲƖШ9őċŰŊĲƚШƣŸШĲůƓũŸǃĲĲƚќШċƚƚŔŊŰůĲŰƣƚ 
 
All the changes related to employeesô appointment will be affected on the employee assignment form. These 

changes other than termination of appointment may include. 
 
ǒ Promotions/Demotions - When there is a change in Position, salary. 

 
ǒ Transfer - Employee being shifted from one Institution to another.  
ǒ Reclassifications - In this there may be position change, salary change. 

 
ǒ Recall - Employees who were suspended in the past but are being reinstated again. 

 
ǒ Re-employment - Employees who left in the past but are being engaged again. 

 
ǒ Leave etc. 

 

To effect these changes, Create a new employee assignment. 
 

Step 1: Follow the same steps as guided in 3.2, however in the field ñReason of Assignmentò, select the 

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 ñsalary Transitionò to effect the change. 
 

Follow the steps below. 
 

ǒ Open the salary transitions form.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ǒ Populate all the mandatory fields 
 
ǒ Attach the supporting documents. 

 
ǒ Save 

 
ǒ 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 look for the existing employeeôs contract 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. click the copy button at the bottom of the form 
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4. A screen will pop up.  Enter the Start Date and save. 
 

 
 
 
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. 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 using ñAutomatic Cost Itemò form (Payroll  
 

Management>Employee Payroll Settings>Automatic Cost Items) See 

section 5.1, how the allowance can be assigned to an employee.  

 
2. 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 using ñCost Item Per Periodò form (Payroll   
Management>Employee Payroll Settings>Automatic Cost Items)  

 

 
 
 

4.1 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.  
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Step 2. The automatic cost item screen is displayed by default at search mode, click on the new button  

(You will then be in insert mode). 
 
Step 3. Complete all mandatory fields on the form, denoted by an asterisk (*) are mandatory. 

 

ǒ Additional fields will be displayed after selecting the cost item. 
 
ǒ Populate all the required fields. 

 
ǒ Mandatory fields are denoted by an asterisk (*)  

ǒ Some fields, have a lookup button , Click on like to select from a given list. 
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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 
 

ǒ Click the ñRequired Documentsò Tab 
 
ǒ The link to attach the supporting document required will be displayed 
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ǒ click on it.  
 
 
 
 
 
 
 
 
 
 
 
 

 

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

 

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

 

ǒ Enter the Title 
 

ǒ Enter description. 
 

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

ǒ The click the update button  at the bottom of the screen. 



58 
 

The Supporting document will be added.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

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

5. Save the record. 

 

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

 
 
 
 
 
 
 
 
 

 

ǒ Click Ok and the message below will be displayed.  
 
 
 
 
 

 

ƺ 
 

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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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.  
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ǒ Employee the employee ID. 
 
ǒ Multiple fields can be used for the search. 

 
ǒ Then click the find button. the results will then be displayed. for example, as seen below  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ǒ Click on the Cost item that needs to be changed. 
 
ǒ 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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Step 3. Make the Changes 
 

ǒ 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. 

 
 
 
 
 

ǒ Click on the tab ñRequired Documents.ò  

ǒ Click the new button , the screen below opens. 
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ǒ In ñRequired Document List Typeò, click the lookup button  and the screen below will be 

displayed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

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

 

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. 
 
ǒ You will return to ñRequired Documentò Screen 

 
ǒ Tick the field - Is Document Valid  
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ƀ Click the new button in Attachment as seen above. ñInformationò form will open. This is 

where you will enter the details of the attachment that you want to su bmit.   
ƺ Enter a Title   
ƺ Enter the description.   
ƺ Attachment -  Browse and attach the supporting document.  

 

Then click update as seen in the screenshot below.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ƀ after clicking update, you will return to the ñRequired Document screenò as seen below. 
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ƀ Click ñSave and Returnò button.  
ƀ The supporting documents will be added under the tab ñRequired Documentsò as seen below. 

 
Step 5. Save the change. 
 

ǒ Click the update button  at the bottom of the form.  
ǒ The message below will be generated. 

 
 
 
 
 
 
 
 

 

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

 

ǒ Click Ok to Finish 
 

That is all, the change request has been made. It will be effective once approved.  
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4.3 How to Assign Cost Item Per Period (CIPP) to an Employee 
 
 

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 
SRO APPROVER IN 

3 SRO_MDA Approval Requested MFED Reviewer 
 
 

MINISTRY  

SRO_MDA Approval Requested Approval Requested - SA 
 

   

 MFED Reviewer Review and Post   

4 MFED Reviewer Created [en] Review and HR MFED Reviewer 
   

Post 
 

 
MFED Reviewer Rejected [en] 

 
   

 

 

From the workflow above, 
 

Å 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. 
 

Å 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. 
 

Å After endorsement, the SRO will receive the notification to approve, the approval can be through internal 

messages or dashboard. 

Å 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. 
 

Å 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.  
 
 
 
 
 
 
 
 
 
 
 
 

 

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

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

 

ǒ Additional fields will be displayed after selecting the cost item. 
 
ǒ Populate all the required fields. 

 
ǒ Mandatory fields are denoted by an asterisk (*) 

 

ǒ Some fields, have a lookup button , Click on like to select from a given list. 
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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 
 

ǒ Click the ñRequired Documentsò Tab 
 
ǒ The link to attach the supporting document required will be displayed 

 
ǒ click on it. 
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ǒ The form below will be opened. From here you can attach the appointment letter.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

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

 

ǒ Enter the Title 
 

ǒ Enter description. 
 

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

The Supporting document will be added 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

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

5. Save the record. 

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

 

ǒ Click Ok and the message below will be displayed. 
 

Change Request for Cost Item Per Period Created Successfully 

 
You have successfully added the CIPP to an employee, itôs now pending approval.  
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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 Items Per 

Period Click to open form. 

 
 
 
 
 
 
 
 
 

 

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

in insert mode). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

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

Å Employee  ï 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 
 

For temporary employees, if the number is 8 characters, the enter the employee number as is 

donôt anything, and if itôs less than 8 characters, add leading zeros to the employee number to 

make it 8 e.g. if the number is T6230420, enter it without and change. If its 10452 the enter it has 

000010452 
 

After entering then click tab on the keyboard, if the employee exists, the details button will be 

added as seen below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ǒ Employee Assignment  ï 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. 

ǒ Fiscal year - select from the list. 
 
ǒ Pay code ï will be populated automatically. 
 
ǒ Pay period - select from the list. 
 

Cost item Start date and end dates will be populated automatically. 
 
ǒ Cost item ï user the look up to select the cost item from a list 
 

Click the look up button    
The cost item screen will open as below.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

How to enter Overtime Hours  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Donôt enter anything in the field óAmount for frequency.ô 
 

 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:  
 

(Unit Rate x Number of Hours/days)   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Donôt enter anything in the field óAmount for frequency.ô 

 

 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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Donôt change number of hours/days, leave it to the default value of 1. 

 

 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.  






















































































































































































