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1.1 Project Overview

The Ministry of Finance and Economic Development (MFED) of the Government of Kiribati (GoK) has
contracted FreeBalance to implement Integrated Financial Management Information System (IFMIS), in its
endeavour to reform Public Financial Management (PFM) to create greater fiscal transparency and
improved accounting/financial reporting.

Integrated Financial Management Information System (IFMIS) is based on FreeBalance Accountability Suite
Government Resource Planning (GRP) platform that is a Commercial Off -the-Shelf (COTS) application,
designed and configured to meet the business process  requirements.

1.2 Document Purpose

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

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

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

0 Steps on how to generate reports for use.

1.3 Intended Audience and Reading Suggestions

This report is intended for consumption by government officials, subject matter experts, business analysts
and any other interested parties from the Line Ministries with the appropriate clearance from the Ministry
of Finance and Economic Development (MFED) and the IFMIS Project Management Office (IFMIS PMO).

1.4 Terms and Abbreviation

Acronyms Description

AA Accountable Advance

BATV Bank Account Transfer Voucher
CoA Chart of Account

COMM Commitment

CT Company Tax

CPU Central Procurement Unit

FP Fiscal Period

FY Fiscal Year
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GSRN

HVP

HOD

IFMIS

GL

GRP

JV

LM

LVP

MVP

NAC

PEP

PO

PV

PR

SAM

SRO

TIN

™

VAT

VLVP

AT

CA

Al

10

Goods/Services Received Note
High Value Procurement

Head of the Division

Integrated Financial Management Information System
General Ledger

Government Resource Planning
Journal Voucher

Line Ministry

Low Value Procurement
Medium Value Procurement
Natural Account Code
Payment Extract Payment
Purchase Order

Payment Voucher
Procurement Requisition
Security Access Matrix

Senior Responsible Officer
Tax Identification Number
Treasury Management

Value Added Tax

Very Low Value Procurement
Asset Transfer

Custody Assignment

Asset Item
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2 Line Ministry Users and Processes

All processes for the Line Ministries are listed in this document namely.

0 Preparation of Procurement Requisition Form

0 Preparation of or Local Purchase Order

0 Acceptance and Inspection of Goods/Services Delivered

0 Invoicing of purchases

0 Preparation of Internal memo to pay expenses.

0 Approval process for these transactions

0 Preparation of Payment Vouchers,

0 Recording of collection and printing of General receipts.
0 Recording of adjustments and inter -ministry transactions.
0 Use of reports for analysis and reference.

0 Preparation of Department Warrants, Budget Transfers and Virements

2.1 Users Account

Please read this before you start working in IFMIS

Users will access the Integrated Financial Management Information System (IFMIS) through the following
link from their browser (Edge, IE, Chrome, Firefox, Safari):

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

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

Logging in for the first time:

Login

Username:

Password:

-

LOGIN
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In the above screen enter your login id as provided to you and for the first time enter password as
123465 and click the Login Button or Press Enter.

Upon login, the change password is displayed. Enter a new password, re  -enter it to confirm, and click the
button on the top left corner as shown in the screen below:

Change Password

= Mew Password E.*l

= Confirmation password
LR L AL L]

DO NOT SHARE YOUR PASSWORD WITH ANYONE.

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

-" Admiin System Security »

change Password

The landing page is now available for the users.

= Repubiic of Kiribati E

Freeil e FimuBalanes Application Suils e’

o

On the left side of the IFMIS screen, users will see a set of buttons called the sidebar.  This is from
where you will navigate IFMIS.

o«

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

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

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

Ox¢

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

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

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

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

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

Internal Messages

\'w"h;eﬂ'”kw 0 Internal Messages: When the box for the internal messages is clicked,
dipe,
the list of notifications for the user is displayed. The Notifications include
Dashboard both the workflow messages pending for approval and the status of the
= reports generated. When the message is opened, alinki s provided with the

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

Session Details

Wz fhi_bdhsisrmie.

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

18 15115
Largisages Englch.

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

Legout

2.2 List of Ministry Processes
The list of processes done by all Ministries is listed below.

# Business Process IFMIS Process GoK User Role System Function
I. PURCHASING MANAGEMENT

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

Personnel from respective Line Common Entity
Ministries (LMs) Vendors

Enrollment of
Unlisted Vendor/s
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# Business Process IFMIS Process
Create Vendor if not in the
system
Send the created Vendor for
Approval- (select if
Company/Vendor, or
Employee/Beneficiary)
Update Vendor Bank Account
Create new Financial
Institution
Add Bank Branch to a
Financial Institution
Create Purchase Requisition
(PR)
Process
Procurement .
2. u - Review and endorse PR
Requisition Form
Approve PR
Procurement
3. Process for MVP and NA
HVP
Create Purchase Order
Process Local
4, Purchase Order Review Purchase Order
Approve PO
Process Delivered Accept delivered gqods and.
. Create Goods/Service Receive
Goods/Services Not
5. Acceptance and ote
Inspections Inspect/Approve
Goods/Service Receive Note
II. COMMITMENT MANAGEMENT
Create Commitment
Process Review and endorse
Commitment Form Commitment
Approve Commitment
14
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GoK User Role

Personnel from respective Line
Ministries (LMs)

Accountants/Senior Accountants of
Respective LMs

HOD of Respective Divisions

Procurement Officers

Account Officers/ Accountants /
Senior Accountants

Accountants / Senior Accountants
""" $ADOOL
Accountant General

Assigned Personnel from respective
Line Ministries (LMs),

HOD of Respective Divisions

Assigned Personnel from respective
Line Ministries (LMs)

Accountants/Senior Accountants of
Respective LMs

HOD of Respective Divisions

System Function

Purchase
Requisition

Purchase
Requisition

Purchase
Requisition

NA

Purchase Order

Review PO

Approve PO

Goods/Services
Receive Note

Approve GSRN

Commitment

Review
Commitment

Approve
Commitment
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IFMIS Process

IlI. ACCOUNTS PAYABLE AND PAYMENTS

Invoicing

Recording of Outer
Islands expenditure
from Purchases

Prepare Payment Voucher

Authorize PV by Line Ministry

Create, Endorse, and Approve
Commitment

Prepare Payment Voucher

Authorize Payment Voucher

IV. REVENUE AND COLLECTION MANAGEMENT

10.

Recording of
collections

Recording of Outer
Islands collections

Recording of
Adjustments/ non-
cash or credit
transactions

Recording of
Request for
Advances/ Imprest

Request for Budget
Internal Transfers

Request for
Virements

Prepare Revenue Voucher
Approve Revenue Voucher at
the Line Ministry level
Prepare Revenue Voucher

Review Revenue Voucher

V. ADJUSTMENTS, GENERAL LEDGER, AND ACCOUNTS

Prepare Journal Voucher

Review Journal Voucher

Prepare Accountable Advance

Authorize Accountable
Advance at the Ministry Level

VI. BUDGET REALIGNMENTS AND TRANSFERS

Prepare Budget Voucher

Approve Budget Voucher by
Line Ministry

Prepare Budget Voucher

—
FreeBAalance

GoK User Role

Accountants / Senior Accountants

3AAOAOAOUN
Accountant General

Island Treasurers

Island Treasurers

Island Treasurers

Cashier/Accounts
Officer/Accountants /Senior
Accountants

Accountant General/ Directors/
Secretaries

Island Treasurers

Island Treasurers

Accounts Officers /Accountants/
Senior Accountants

$APOOUB OF |
Directors/ Secretaries

Accounts Officers /Accountants/
Senior Accountants

$ADOOUBOT
Directors/Secretary

Accountants/Senior Accountants

Secretaries

Senior Accountants/Division
Directors

$ADOOL

(@)

1 AAT O1

(@)

1 AAT O1

System Function

Payment Voucher

Payment Voucher

Commitment

Payment Voucher

Payment Voucher

Revenue Voucher

Revenue Voucher

Revenue Voucher

Revenue Voucher

Journal Voucher

Journal Voucher

Accountable
Advance

Accountable
Advance

Warrants,
Virements &
Supplements
Voucher

Warrants,
Virements &



Business Process

Record Department

Warrants

IFMIS Process

Approve Budget Voucher by
Line Ministry

Prepare Department
Warrants

Approve Department
Warrants

VIl FIXED ASSET MANAGEMENT

10.

11.

16

Process
Procurement
Requisition Form

Process Local
Purchase Order

Process Delivered
Goods/Services
Acceptance and
Inspections

Invoicing

Asset Registration

Asset Transactiorg
Work in Progress
managed by GOK

FreeBalance Confidential

Create Purchase Requisition
(PR)

Review and endorse PR

Approve PR

Create Purchase Order

Review Purchase Order

Approve PO

Accept delivered goods and

Create Goods/Service Receive

Note

Inspect/Approve
Goods/Service Receive Note

Prepare Payment Voucher

Authorize PV by Line Ministry

Create Asset Item

Review Asset item
Approve Al

Posted in Asset Register

Create Asset Transaction

GoK User Role

Secretaries

Accounts Section

Accounts Section

Personnel from respective Line
Ministries (LMs)

Accountants/Senior Accountants of
Respective LMs

HOD of Respective Divisions

Account Officers/ Accountants /
Senior Accountants

Accountants / Senior Accountants

Accountant General

Assigned Personnel from respective
Line Ministries (LMs),

HOD of Respective Divisions

Accountants / Senior Accountants

Accountant General

Assigned Personnel from respective
Line Ministries (LMs)

Accountants / Senior Accountants
SROs and HODs

Internal Audit

Assigned Personnel from respective
Line Ministries (LMs),

$ADPOOL

$ADOOL

System Function

Supplements
Voucher

Warrants,
Virements &
Supplements
Voucher

Purchase
Requisition

Purchase
Requisition

Purchase
Requisition

Purchase Order

Review PO

Approve PO

Goods/Services

Receive Note

Approve GSRN

Payment Voucher

Payment Voucher

Asset ltemcreated

Review Al
Approve Al

Asset posted

Create AT



12.

13.

14.

15.

16.

17.
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Business Process

Custody Assignment

Asset Transfer

Disposal of Asset

Fixed Asset
Revaluation/Devalu
ation

Asset Maintenance
of Registered Item

Fixed Asset with
Insurance

IFMIS Process

Review Asset Transaction

Approve Asset Transaction

Create Custody Assignment

Review Custody Assignment

Approve Custody Assignment

Prepare Asset Transfer

Authorize Asset Transfer

Prepare Asset Transactions to
disposal (Sale/Retirement)

Review disposal
(sale/retirement)

Approve disposal

Post in Asset Registry

Prepare Asset Transaction
(Revaluation/Devaluation)

Review Asset Transaction
(Revaluation/Devaluation)

Approve Asset Transaction

Prepare Asset Maintenance
policy

Approve policy

Create Maintenance Schedule

Approved schedule

Prepare Asset insurance
policy

S
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GoK User Role

Accountants / Senior Accountants

SROs and HODs

Assigned Personnel from respective
Line Ministries (LMs)

Accountants / Senior Accountants

SROs and HODs

Accountants / Senior Accountants

SROs and HODs

Assigned Personnel from respective
Line Ministries (LMs)

Accountants / Senior Accountants

SROs and HODs

Internal Audit

Assigned Personnel from respective
Line Ministries (LMs)

Accountants / Senior Accountants

SROs and HODs

Assigned Personnel from respective
Line Ministries (LMs)

SROs and HODs

Assigned Personnel from respective
Line Ministries (LMs)

SROs and HODs

Assigned Personnel from respective
Line Ministries (LMs)

System Function
Review AT

Posted in Work in
Progress Item

Create CA

Review CA
Approve CA

Create Asset
Transfer

Approve Asset
Transfer

Prepare Asset
Transaction

Review disposal

Approve disposal
Post in Asset

registry

Prepare Asset
Transaction

Review Transaction

Approve
Transaction

Create Maintenance
policy

Approve
Maintenance Policy

Create Maintenance
Schedule

Approve
maintenance
schedule

Create Insurance
policy



# Business Process

IFMIS Process

Approve insurance policy

Create insurance claim

Report insurance claim

GoK User Role

SROs and HODs

Assigned Personnel from respective

Line Ministries (LMs)

Accountants / Senior Accountants

S
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System Function

Approve insurance
policy

Create insurance
claim

Approve claimz
prepare revenue
voucher

The Purchasing Management module manages all the processes involved in the utilization of budgets.
The creation of a Purchase Request (PR) or Commitment initiates the process. The PR/ Commitment is
not saved unless there is an available budget and/ or Warr

commitment is automatically created

ant. Once PR/ Commitment is approved, the

of a Purchase Order (PO). The approval of PO will automatically

create Commitment and close the corresponding PR. The system will validate the amount of

Commitment not exceeding PR amount. It will be validated by the system in terms of available Warrant.

The approved PRs will proceed to the procurement process, using the MFED procurement process

outside IFMIS. Once procurement is done and the vendor/supplier is determined, the transaction, it will

be recorded in IFMIS through the creation

Izaued
Accounting
Warmant

r,/'f " Prepare
Purchasa
I\\_____ Raquisition ./Jl

-,

ACCOouUnts:
Endorse PR

HODs: Approve
PR

Coommitmesnt

Accounts:
Frepare Purchase
order

SAslAccints:

2

Suppliers

SROs: Approve
PO

Fo"

Empart

HZmMEMACOO0AT =00

Commitment

Budget
Control

Accounts: Recard
Items received

Accounts: Inspect
Iteme recehved

Paymants
& Accounts
Payabile

3.1 Pre-requisites in recording of Line Ministry Expenses

Based on purchasing plans and necessary purchase of goods or services, users must first Purchase

Requisition.

18

Qice Confidential




S
FreeBalance

To prepare the Purchase Requisition, follow these steps.
BEFORE YOU begin preparation of PR, check the following:

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

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

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

3.1.1 Check if Budget is available.

3.1.1.1 Check if Budget is Available through report

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

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

- Budpeting & Appropriations * Reports

Budget Update Transfer Voucher Repaort

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

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

Overview Report

PDF EXCEL MLEX RTF DOCX QDT ODs

* Fiscal Year FY 2023 -

* Budget Control Type | | yyMeNT M

Comment

19
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Step 3. From the Hierarchical Rollups COA Elements section,
Block Filter Type field and select
as indicated below.

O« O«
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click the Dropdown from the Coding
Hierarchical Coding Block Elements. Set all applicable segments
To add the filters, do the following

Organization/Subhead: Add the codes for the Ministry in the Element from and to.
Fund/Funding Agency: If the report is for Recurrent Budget, then add the 1101 - Conso Fund, but

if it is for Development Budget add the from number as 3101 and the To element as 3299

O¢ O¢ O«

Hierarchy Rollups co& Elements

Cading Blarck Fltar Typs

Seqment

CREANLEATION
FUND
FRAILLC]

FACATTON

Hisrgreticnl Cuding Bluce Elamenls

Croneenr

LCUMOMLL DLAEBSDICAILY | o+

ELUH_HEALD - SUE_HEAD

Pl

LD ALY

PROJLLYT - FRLILC TS

RFGTON

Rl - MATLRAL ACCUUNT CULH

SR

Graup 15 Hide From Flensent Filter

Project/Projects: Leave blank filter by project is not needed, otherwise enter the project code
Location/Region: Leave blank if not needed.
Economic Classification/NAC: Leave blank if not needed.

Tre Flemen® FilTer

Flrmesnt

1 rum

Aard 1o

Filter
- - 17101 Lyl |
e 1101 1101

i

Step 4. Click the xIsx button to generate the report.
Overview Report

HIF [ T s

Hierarchy Rollups COA Elements

toding tleck Fiter

Segiment

CRGANTFATICN
FLRLD
FROIFCT

PR IO

RS e

LOTINOMLS CLASSN ICATID

e e e e e

il > BUdGEing K AREHORNATGNS F BT 3

whical Cading Black Elemants -
Concept Group Is Hide From Ebcmcit Filc T Edcarpcint Filiy
Flemcint
From
Amel Tar
Filuer
- ZLIR. HFEAD - SHR HFAD - ﬂ 1701 171N
" FUMIG - UM MG AGENLY = ﬂ — L111 (B
* | PROJECT PROVECTS - 8
- HEGICIN - HEEI0N - ﬂ —
- MNAL - HAIUKAL ACCOUNT SO0 - u

Step 5. Click the (i) and click the Internal Message

Owvervicw Report

Zoling S ok Filier Type

D HIE T TR
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Step 6. Click the linked ID of the notification for the generated report.

Tnternal Message

Sclect Status  From n Subjoct

0 @ [Tiaka Tabe -. \eport Server Notification - Financial Budget Dverview Repor

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

Internal Message

Subject Report Server Notification - Financial Budget Over w Report

Body Report Financial Budget Overview Report With Report Server ID: ID:WIN-
AVHO2F8TMOV-58990-1698405304863-5:14:1:1:1 it is Ready P

Send Email

Requires Action

Receive Read Notice

OO0

Receive Action Notice

Posting Date 3/11/2023 14:14:19

Reading Date

Due Date
Action Date
Attachments
Attachment Information File Name (Click to Download)
Title:Financial Budget Financial Budget Overview Report-1D: WIN-
Overview Report AVHO2FSTMOV-58990-1698405304863-
. 2:14:1:1:1.X15X
Step 8. Refer to the report generated. The highlighted cells are converted into the coding block. The line
means.
0 Coding block: 1701/1101/00000/9 1/221311/011
0 Original Budget: This is the original amount from the Accounting Warrant
0 Current Budget: This is the revised Amount after virements and transfers.
0 Payment Voucher Amount: All PVs and actuals
0 Commitment/Purchase Order: These are charged from approved POs and Commitments
0 Commitment/Purchase Requisition: These are charged from approved PRs.
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. I
(LI TE FarpnEml
Cinring ek chruqanal NMudagek Cmrent Budget Corriad orinal HE ol i [mm:::‘::;mr.l |Il||:hi::] Bcmlable Nadnnre I
. o e [ © e
1011 Adminisirulinng R R TR o 1xe0,00n a0 a8 LI R E TS RO g 120" 1,143, 5758%
1001 Rrwsmmeant ot Kidhsti i RRIRE T 13600004 7%, 00000 e TRl | 1374017 1,103,5713.5%
000D Hot Befned r 1,236,076 LGl 176,04 35,000,00 -T 3356150 33,407,531 L.iﬂ.élr 1, 10%,538.55

1 Galleca L Tedinins { Taawa) r (1100 v )

LILTLY Svmsnad Soazenm | s [REYE) F g r 10n
. r e L r . r .y . r e T F r -

% Malional 1,0000,1 Sh 1,560,1 0.014 5, LD ELASANR ELHIS 17540 1,742,571.58
1IF | Carpany Tax - R F L - .F [EX EY
2LILL S T 3 anEdn 03,670.40 - . - - - W3LENEAD
231313 Housi g azistance i t1izEan 11,2800 € R L, B2 v 1002500
AIL1L% Bllraumneec " BT A N F K.l
ST Gl r s EIRER " AN,
TN A Tempe ey heelebanee F ‘I'I'-I'I.'lr 14,150 o4 - - . L s ERCAN
2ILILT Lo Grants " Tzo00a0T rzoce|  TRUATTTONOOGOOET 2T - - 72,000
212111 #°F Conlr Diions T FERE 23,001.53 . - i
AILTLT Cuipecl Loty Saviue Lonas r T T P10 AR F T 3, 44858 F
SETELT CI Mg S ke " I IRRAD e sl IERICIR L " o | "

D341 1 Barcbment- debsrbmamant Free | = menan” 12,6051 " EEEES aenf amal
232L) Fpal s and Valhonences Shice Dulh - - - i ESI] - -

3.1.1.2 Check if Budget is Available through the Budget Control

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

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

'- Budoeting & Appropriations

warrants, Supplements & Virement Voucher

Commitment

Reports

Step 2. Provide the Filter data as follows.
Budget Control

ojaj=f e F

Budget Control Type

ALLOTMENT v A —
Fiscal Year .
i FY 2024 . h

wiorkflow Status

If the Coding Block is known, enter the codes in the Coding Block field.
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Budget Contral Type ALl OTMENT .

Hiscal Year By 2024 .

Rudget Offire

Wior ko Slalues
Allow To Excesd

Cioding Block

1801/1101/00000// 2201132 - -+
. &

Step 3. Click the Find button.
Budget Control

lojals

Budget Control Type ALLOTMENT - "—
Fiscal Year Fr 2024 4 "_
Wwiorkflow Status -

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

check.
Fnlepl Fie al Wi Fomlepel TR iy Blank ek Statlos Workfles Frisams Sl
Coontiel
Type
BLLOTHEMT a4 1801 AS0L L0 ODDDRAVEZRLLT aRryed Approved
ALLC ML i JLLIFY LEC L LU LN NG L L Aparmved approved
ALLCTHEMT 074 1am 120152101 N000QDFIELLD Gaaived ALDroEd
ALLCTHEWT 034 1801 AS0Lr L L0L0DDDQEZTLI SRROIVCd Aporoved
ALLCITHLMT @i FLLIT LS LU LI S L L Azarmed appraved
ALICTHENT 074 180 18015 1 01 NODONMEIGT ] Gomwed Annroed
ALLCTHEWT 04 LE0L Gruved Aporoed
ALLCTHLHT &2dd JLLTS aaarwyed SERravEd
BLIGTHENT 3034 1ani &ranwed Annrged
ALLCTHEMT 2024 1801 Ganied ALOroed
BLLOTHEMT 204 FLLT Gy Aporoved
ALLCTHENT 5034 1A AENT ORI G5 ITAD - Admireslraiion LIRHEAS)
SLICTHENT 2034 1801 430450101 HODDNADETT] HIMORE: MAHOY - Gavemment of i Approed
e 2 um g IO T .
QULCTHENT 2l 101 AES LRSI A URAL ALLOUN | LD - Local sztiorcry 2re bupplics | Setuseee]

Step 5. The following details are displayed.

1. Coding Block: This is the budget coding block of the transactions. The transaction coding block
for this is 1801/1101/00000/9 1/229112/109

2. Original Amount : Displays the amount that is generated from the Budget Planning. Or this is
the equivalent amount of the Budget in the Budget Book for Recurrent Budget. It is the original
amount pledge from Donors or Opening Balances if it is Development Budget.

3. Transfers Amount : This is the sum of all transfers made, this is DW if it is Recurrent Budget, and
all warrants if it is Development Budget
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4. Updates Amount : These are all the amounts added. It is Statutory Budget or Supplementary
budget

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

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

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

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

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

* Budget Control Type AL OTHENT

= Fiscal Year

Y 2024

1801 @&

* Budget Office
= Workflow Status

Workllow Process Slatus

nproved -
= Allaw Ta Exceed N -
* Coding Block @ . . ) ) -
1801/1101/00000/9,/229112 +] it
B 2 it]

* Currency e
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Original Amount (Forelgn}

Transfers Amount AUD 421000 “ Q)
Updates Amount AUD a0 Q)

Original Armount AUD

Current Amount ALD 9 765.00 @
Allacated AUD .
0.00
Unallocated Amount AUD 9 765.00
P v e I

Fayment Vouchers ALD 5 193 3

B
©

Commitments (Purchase order / Manual) AUD
Commitments (Purchase Raquisition) AUD 3 6511.00 @)
Avallable Balance ALD o e

4,050.85 @

Paid Amount AUD

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

Original Amount AUD 12 75

Criginal Amount (Foreian)

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

Hpdate  18em Moo Discal Pemod D= rmprhine Currency [T Creit
Woucher

Ha.

U ARLIGHY Tk bl Iieclpe P Doz Sl AL 1157500 n.0n
2417 Asnlng

TR '
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Table 18(b): HEAD 1E - MINISTRY OF WORMEN, ¥YOUTH, SPORTS AMD SOCIAL AFFAIRS BUDGET - 2024 cont'd

‘Sooial

cede Deseription 205 Budger mm ahnd Busgen 2009 BRI VR Spert Wellasre  Youth  Wamen HEO Dinability

sad 2023 Favised [£) -

4] nz 3 4 ns 1] a7
22711 |Lncal Arfaress Shiptars=s &40 B 5 4R i S TETR 18R4 SEED R N0, ARRR F A
AL (Trae Alcsarce PRI 2,00 0
IATME (Imd Trawes- MisC Inckdental 12518 12,518 2 00 230 A56A 2250 1170 129
273 Bt Trawel Per Dism 128,202 155200 El 102 93,100 36,261 4,544 10gst 4,740 1.B0& 3,800
2ITNZ |Ewteraal Trave- Afane T8, 164 T8, 164 45,000 4,525 14 285 2,300 4,000 T.0e0
22FAS |Ederre Traves- Tad Hire [RIL] 1000 16,950 10
FITHA (P Trememd- Mlss Ineckderal 1,600 1,600 1200 300
M2 (Lucyl Fa Dems it paba U] o2l 4470 ada (B =l
2811 |Local Training- Calering A0 X EN 43475 0275 1R, A50 1350 16 00
22913 |Local Tranng- Remburssrent E,580 [ 1,500 1500
228214 |Local Tranng- Fees o resemsrs 3,100 L) 1,500 Eco
220215 |Local Tranng- Hire of werie 11,6850 4200 1,650 1000 3000
228299 |Lncal Tralnng- (Others) 11, 7RR 000 4310 4,800 ZERR
2N (Urerses | ravmy) | ses U 2100
220111 |Lncal Prrdng 5,60 5 RO 1,600
220112 |Local Stat A Sappes 5540 26545 I7.026 5ATE 2000 600 1476 1080
m‘fﬂﬁrﬂin 3 e e - ——
L2013 |Sewerags 1,200
Célion: Fouip, Fumiune: and Softea-
229011 (Lucal i ] 2104 1,400 A il] 2,00 S0y
22U [Suredy Pulchses [Loca) i, (]
Cilfice Eopip, Fumburs and Softesn-

2235911 |Cresrzeas 1E,895 15858 16,415 530 15,4158

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

QOriginal Amount AUD

Qriginal Amount (Foreign)
Transfers Amount AUD

Updates Amount ALD

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

Ihpelade  Tkem Ko, Di=eal Period Nesenpdion ey Mehik Clradif
Winwher

i

WAL A= To up sudget bor HY awstardicg AT L A1
M5 2023 imprest £144833 (Miami 1L

HiEL] : T heer il

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

Payment Vouchers AUD I

Commitments (Purchase order / Manual) AUD

Step 11. The list of PVs are displayed.
BEu ‘Control

lournal  Teem Fiscal Period Descripion CRTTENCY it Credic Woadher Souroe Source Document
Wancleer Ka Munnber

Hir.

I ‘ A HE Prcboaopker bon e 0800 0.00 payrent Wourh w4 1R T3
TR

HaE-11-

WoTd 1 T3

I d Ak Fradeanptisn linns i 2R LT T BT TS
| Pl

EETENIE

g

- 3 1L Pradenp s (EERIN] WU Pyresnl S i

FITEC
HALTH
(L
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Step 12. Click the Details button of the Commitments/PR to check the source transaction.

Commitments [Purchase order / Manual) auD

Commitments [Purchase Requisition) ALD

Step 13. The list of PRs are displayed.

o -

Cannrmilonend Blem b Fisal Berimld Urziriplin AnrreEny Hulursas Amnemni VI A tual Cialigatenl Repuinil inn B,
M.
woedd 3418 MEK rehssng AL 20100 25000 [ o 000 p3 24 954152

ks st I in

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

Paid Amount AUD

Te Artiva m
Step 15. The list of PVs are displayed.

Youcher Woucher [kem Ni=cal Perind Desmcriphiom Lsfrt Auvpund: D Credit fmount I Youcher Source
Muriber  Hunuber

B ] " Iabacapier Sorer Z05.00 ek aucher
L]

h=gd- - PR Falizepien G S .

i B [T . L6000 e

IH 158

B Iabacopier SHrer 52500 FEmEnk Woudher
-l

"'f"Eil'__ i aliticanal (s i w1ha i AN I

- T3 , "

B "'.&_ 3 -1 e L s e v il 31250 Farginm HI
L6 DR S 3 demil

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

Payment VYouchers ALID

Commitrnents (Purchase order / Manuwal) AUD

Commitments (Purchase Requisition) AUD

Awvailable Balance AUD

Paid Amount AUD

a%a .
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3.1.2 Check the Vendor details

3.1.1.1 Check if Vendors are existing.

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

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

‘ Admin > Common Entities > Vendors

Vendors

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

Vendor

Code
Eligibility Status

Narme

*Housling*® h

Short Name

Step 3. Click the Find button.

Vendor

ojals

Code

Eligibility Status

Name
ems *Housing®

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

| Selection Mode |

Code Name Short Name

KO050000106A Kiribati Housing Over payment
KOO50000108A Kiribati housing overpmt

3.1.1.2 Create of New Vendor

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

‘ Adrmin > Common Entities » Vendars

Step 2. Click the New button.
Vendor

[ Search Mode ]

Code

||
Step 3. Enter the Name and Short Name

* Name

Short Name

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

Vendor Classification 01

= Wendor Classification Type

Bank Account ﬂ
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Vendor Classification Type

o1 als

[ Search Mode ]

Vendor Classification Type

(o jals ] x|

Application MName

ID

i Wendor

2 Individual

3 Island Council
4 S0Es

3 Union

Step 5. Click the New button in the Bank Account

* Vendor Classification T

Bank Account

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

Bank Account

+ Financial Institution ANZ Kirihati - "P
* Branch ANZ Kiribati v —
» Currency AUD - F
+ Account Mumber 00000001 F
IBAN
Mational Transfer Code
"+ Bank Account Name Wendor Account Number ‘F

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

Intermediary Bank BIC

+ Is Active

+ Created On

16/7/2023

Commercial Bank Account Name

a=s 000

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

* \fendor Business Types

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

Is Main ? ]
= Address Type I Unknown .
"~ Emergency )
Country Home ‘
Mailing
Permanent
Region Routing Information ‘ B
Temporary

Unknown

Region Mame

- Select the Country, again by clicking on the dropdown field.

Country Kiribati - ——

Guinea <
Region Guinea-Bissau

Guyana

Haiti

Region Name Holy See

Honduras

Hong Kong

Location Hungary

India

Indonesia

= Address Irag

Ireland ‘
Israel

Ttaly

Jamaica ‘
Japan

Jordan

Kazakhstan

Kenvya

s el

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

Zip Code/PO Box
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» dddress Type Wark .

Country Kiribati -

Region Name

Location
-
= Aeldee
s Babg, South Tarawa -
=
Fip Codey/ 0 [ -
I Condiy oK 10z

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

Is Man ¥ |:|

« Address Type
dresss Ty pes Work -

Countny Kiribari -

Region Mame
Location

= Address
e Betic, South Tarawa

Zip Code/PO Box 102

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

-—

* Addresses * Vendor Business Types

Select Contact Type Contact Value

- Select the applicable Contact type by clicking on the dropdown list.
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Is Main ‘:]

= Contact Type

= Contact Location Type Electronic Mail

Fax

Mobile Phone
= Contact Value Pager

Phone

Web Site
Description

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

= Contact Location Type| Unknown - "
Emergency
= Contact Value Home
Mailing
Permanent
Description Temporary
Unknown

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

Is Main D

* Contact Type Electronic Mail -

= Contact Location Type Work -

= Contact Value
tkaoten@moe.gov.ki |

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

= Fan D
= {inmtack Type
¥ L lectronic Mo -
= Conlack Location Types Werk
! -

Contact Value thaoten@maoe. gow. ki

Crescription

@D

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

33

Q'aie Confidential

e




[
FreeBalance

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

i i m

~~

Beneficiaries

Others

Suppliers

Employees
<

Beneficiaries
Others
Suppliers

To select the proper Vendor type, click on the selected value from the left column and bring it to the
right

= addresscs * Contads * Vendor Business Types Institute

Beneficiarics
Dthers

Supnliers

Emiplayeeas

b

Suppliers

Beneficiaries
Dthers
Employees

pooE ¢

- -

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

- Click on the Attachment tab and click New.
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15 1IN NUmDar Cxempt _l

= hddresssg * Contatts ® wendor Businsss Types Instiutions

Select Information Download

- Define the Attachment Title and Description

Application ID

Attachment Classification

h 4
Application Language English -
e Vendor Transactional Form
#~
Description ) . -
Transaction form for new Vendor- 3 Rise v -
Truck Hire Services y

Choose File | No file chosen
« Attachment [ Choose File |

- Click on the Choose file button. This wil!/l open the
on the scanned file required to be attached.

_fﬂw

| - - 4 = Freg. » KIRIBAI w i)
Application 10
Organize = Mesw falder
Attachrment Clessification v e itk aroess Hame
@ Desktep 4 B szun Tracker- RIS Kiribst_D801E063

Applcation Languags .

Eraylish ds

4 4 Downloads 8% Language Catalagus Changes
Docurents &
" d : .
it wendor Transactional | PR ictures n B M0F Supplicr list (1)

I . Ipplicatiorisar E Hetes
aescriphion -

Irensaction farm forng

Trurk Hire Services b Luge B Projuct Plan - Kiibali (ug 2023

KIRIBETI S -
o fle chosen £ Transactionsl Form- 3 Rise Track Hire
v amtachment I T
Cate Tirre B UNEPSC Al SRS
o I s PG
Ciale - I [ R
- After all the details are indicated, click the Save and Return button to go back to the main
screen.
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Irvforrmsstiom

Mpplicaon ID

Artachment Classification

-

Application Language Frighsh il
" hirle Wendor Transaclional Forrm -
Description Transacticn form for new Vendor- 3 Rige =
Truck Hirg Services &

F Tranaaction = nick Hing pos
» Artachrment | Choo=e File | * P

Ixafc Tome:

Date —
=

Usar

=

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

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

Vemdor Republic
(e J a

Busitnze [0

Emplusce =

15 1IN Barker =zponpd l |

TR [T ISR m
_
N

Senbard Infermatinn Iinearibnarl

. [ -] L btk ansasiumsl Foon Isrseand ennl smnre 3 Bages trnck Fusall
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Feaubiic of Kirinat! - TRAINING [NSTAMCE.,

FreeBalance Application Suite

el -

=T e e [

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

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

Vendor
o f Q l =5 ) ©

[ uUpdate/Delete Mode |

Code

Eligibility Status

Eligible v
Workflow Process Status
Iransition _'<"-________.
* Name For Approval (Companies)
For Approval (Employees/Individuals)
Transition

For Approval (Companies) v

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

Appvzheon lenqaena S

g Rt

B E=

3.1.1.3 How to change Vendor Bank Account

ki

fanp Uhpmracd work vl B el Plodis ues provians arcen spahalc-la on L ustols unsdsc Bale,

Step 1. Navigate the Menu > Admin > Common Entities > Vendor > Vendors. Search for the Vendor to
edit.
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Vendor Kiribati Training Instance m
FreeBalance Application Suite gy’
_Q St

[ Search Mode ] | ¥ Commen Entdtles ¥ vendo

Code

Eligikility Status

Waoarkflow Process Status

Name

Short Narmae
[5 Active

Craated By

Created Date

Appraoved By

Approved Date

Step 2: Go to Additional Bank Accounts ta b and add new
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Vendor

Kiribati Training Instance

= nce Application Suite
o] Q| e .

[ updata/Delate Moda ]

il * Admin * Commeon Entties * Ven

Payment Mode

* [mbernal/Externna N
! [nternal -

Mational ID entity Card

* Ramarks ,
vendor as per Employes Master.

Additional Infermation

Ts Custormer |_]

Custamer

Business ID

Employes

T TIM Murnber Exempl LI
* Addresses T Contacts * vendor Business Types Additionzal Bank Accaunis
Specific Catalogus Item Instibutions 1 Atzachments

S=aa
Salect Financial Branch Account Bank Account Currancy
Institution Humbar Mama
{Flease don't HMetutera

use]

|

Step 3: A bank account screen will pop up. Populate it with relevant bank account details and then save.
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* Financial [nsHoutis
fanslal nsmasn anz Kirihatl

Currancy AUD ~

o- Branch 18572-ANZ Tarawa, Kiriba *

o .
Arcount Mumber 133455
[Hak

Matanal Transfer Code

o Bang Accaunt Mams
Tarzminn Tesrirg

ra
Arcaunt Typs
o Type 2 Bank Account e — -
Routing [nformatan
Cormimenly
A

Intermed ary Bank BIC/ Sl Bumber

=I5 Achive E

* Craated On

Cammaercal Dank dccaunt Mane

T Bdoresaen T eIt T Wander 2eaings Tvpes
Specific: Catalogue Then Tratitutians 1 Attac-nrers
o
Salect Financial Branch Acoount Bank Accounk Currancy
Institution Numbar Mama
[ | anL ars inbat LlLEnk laromian AU
(Please can't Hatuter:
Lie)
ST 019970-4HT 123458 Twwryn Tesing AUD
Tarawe . Kiribati

] <

Step 4. Go to the attachment tab to add the bank details of the vendor
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Vendor

L ojajsjole

[ Update/Delele Mode |

Business 1D

Emplayee

Is TIN Number Exempt []

* Addresses * Contacts * Yendor Business Types Institutions Attachments

EN KN =8 =D

Select Address

Step 5. Click the New button

Vendor

Customer

Business 1D

Employee

Is TIN Number Exempt D

* Addresses * Contacts * vendar Business Types Insticutions Attachments

Select Information Download

Step 6. Provide the details as necessary then click the Save and Return button.
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Vendor

Information

Application ID

Attachment Classification

Application Language
P guag English -

= Title
e Inwoice with Bank Details h

Description

Choose File | Imvoice pdf h

« Attachment

Date Time

Date

User

Step 7. Click on the Update button.
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Vendor

ej1ajsjo)

[ update/ Delete Modse ]

[z TIN Mumber Exempt D
* Addresses = Contacts = vendor Business Types Insttubions Attachments
T
Select Information Download
u Tithe ; Invoice with Bank Details nwoice, poi
By S |
Tirak (1] 247/1.,/2024

Tabers

Step 8. Click Ok on the message displayed.

Vendor apac.freebalance.com says

ﬂ “ E These changes will create a change request. Do yau wish to continue 7
i

Is TIN Mumbar Exampt D

Cancal

Step 9. After this, the Update button in the Vendor is no longer available. This ONLY becomes available
when the Change Request associated to it is approved.
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Vendor

ojajejojzgof <

_

Business ID

Employes

Iz TIN Mumber Exempt D

= Addresses * Contacts * Vendor Business Types Institutions Altachments

EN KN EE =R

Select Address

KIRIBATI

Step 10. Click on the Change Request button to see the status of approval of the Changes made.

Vendor

[ update/Delate Mode ]

Code

Step 11. The screen 3Change Requestiji wild.l be opened. This
Vendor is created. Click on the Workflow History to see the users. With this, a follow up can be made to
the assigned Users.

44

FreeBalance Confidential




[
FreeBalance

Change Request

[ update/fDelete Mode ]

= Application ID

= Worlkflow Status
Waorkflow Process Status

* Domain 1D L

Restricted Properties Only |:|

= Last Operation Sequence
Change Request Type

Restriction Context

Step 12. The list of the Users assigned are displayed. The follow up can be made to these users.

Wan kMo 1istory

Cunenl Slsge
Fllber £in Feecistian Sten Iy
Cxeoulion Date Descriplicn Transitivm Typs Irorm Slaape Tar Slaape WiorkMow Useer Step Mol
ExeCulion Step
Ty
NAMSE T Aan T Lr B
12:35:03
23 2 e ] ol Fagiieshed Fejacta & =]
1
2IF1S2 Hij CTE] vl | F (| i
12
| a ] et Wejartad  ARskgned y=llh]
| P,
A 1 1 vl K Iol]
1
| 23 E ] (5] el I i
12.35:03
RIS, = AriA 4l B | F 1 I

Step 13: Select the recent account used by the vendor and set as active and make sure to untick the Is
active from previous bank account used by the vendor.

45

Q'aie Confidential

e




SR
FreeBalance

apphesoen [0 £7230

= Finccal Tratinggd e

anE nbatn -
* dranen [ AAFANE Taramn, K -
= CyrmRrcy D -
-
svenuett Murmber pegsea
CBon
HMatiznmal Transler Crada
© Bark decoant Rame Auiri Taramen
o
Feranr. Type
' Type OF Dank Azcours - -
Fenbing Infermstion
o erTs
p
_ntermradire Bank oLl Mumbss
15 Actlvz B
15712 20312%

Camercls Bak .!.ﬂch.ﬂ_Ha_rr-;tiifk]mrltﬁﬂ;‘curmnrt: ?-afﬁia.uqu“tigjé.ﬂ] u EE!-d !'1__
untlek-farthelbank accountthat:|sino/longenused|by thevendory

3.1.1.4 How to check if Vendor changes are approved.

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

Vendor

= Vendor Classification Type

Bank Account B52287

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

Payment Voucher

o [ &

Name !
* Bank Account 1139022 /
Branch
ran AN Kiribati
Bank B&NZ Kiribati

Step 3: For vendors that have more than one bank accounts, the bank account field in the Payment
Voucher Screen should show a dropdown list to show the bank accounts of the vendor. Choose the
correct bank account.

Byt Vouchar Al Ry et

¢
LN N EER BT 0T T =N =
I ' |
b s d L

e Sem Frled ew el

P d ju |

Th

3.1.1.5 How to create new Financial Institution

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

[ Search Mode ] # > Admin > Common Entiti

Application ID

Swift Code

Vendor

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

FreeBalance Application Suil
0 ] Q

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

= Application ID 78
Tem D <1

Swift Code i
-2

Step 3. Add the vendor and the Bank Name.

= Wendar 4508 Y— e

Financial Institution Type

Bank Account Fareign

Bank Account

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

‘ * Addresses * Financial Institution Branch

ED KN =8 ER

Select Address

Step 5. Enter the Bank Address and click the update button below to save.

| Is Main 7 D
= Address Type

Unknown -

Country

Region Name

Location

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

Mew Zealand |

Zip Code/PO Box

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

ERDEA =R ER

Select Code Addresses Name

»

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

Financial Institution Branch

Is Active v

I >
&

Contact

= Address @
= Name < ' - >
ANZ Bank New Zeland Limited
cl Yz

B h Locati C o . )
MR " Outside Country -

3.1.1.6 How to update the Financial Institution Branch.

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

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

Rapublic of Kirloat
[e——
——

e jajelia) Fresttan: Ao e (S

| Smarch MPla | il * fcbmin » Common Frgities > Naeking Iefcrm

Apalcation [D

Sl Cude

Wendar “
Fnancial Instbstion Tepe

Calwrnlar 1ypw

Cren Faprasainm

Bank Account

Barik Aveuanl Funwiyn

Fimancial Institution Republic of Kiribati "
FrecHalan. ‘“|'|.| .'ll n Sanit ———
- Pl mnos AR TRt (1
o =

[ = 3 Adutim ¥ Conemun Enlities * Canking Infumation
spos
FFT-] BRI & GENERELE LEHGER Db g Step 3. Go to Financial
e gy o AR AL fealbdasa. S50 Institution Branch Tab
o R below and click on the add
TRGE Tarritnrial Rank ot Amardesn Samaa [TRAS Bank] <008
i 10 ik - button.
TFEMNT TRAVFLEY STHANCIAL SFRVISES WP L THTTER
= TEOLAKE LIHITED
LECE Cathay LinEed Boanis
uB3 UHIOH BN OF St AND
LIESWC Lgs sa ARRO
k UHION HAROCAIHE DE BANOUES
g4+ EMO Bank WG ARRO

Addresses Name

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

Finandal Institution Branch

Addrass

Uirik porw -
Country -
R B I Har .
Locatian -

- Addres

Zip Code/PD Box

G

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

Accounts Division of Line

All Divisions of Line Ministries Ministries

Vendor Enroll
- *
‘ g existing? No Vendor
Users

Yes

l— Approve Vendor

Prepare
. Purchase .
‘. Requisition

. ,

Endorse Purchase
Requisition

v

Suppliers |
Cuotations

F

for

HODs: Approve | Purchase

Purchase Requisition |

Order

The users for the preparation and approval of the PRs are.

Approver z Head of the Division/Directors

Reviewer z Line Ministry Senior Accountants /Accountants

Preparer z Line Ministry Account Officers/ All Users

3.2.1 How to record a Purchase Requisition

3.2.1.1 How to prepare a new PR.

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

To prepare the Purchase Requisition, follow these steps.

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

Purchase Orders

Goods/Services Receive Mote

Reports

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

Purchase Requisition

[ Search Mode ]

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

Purchase Requisition

K3 S B ED

Status -
Open

Preferred Vendor

= Procurement Threshold

[ PR BN

Step 4. Click the Find L # ] button for the displayed screen.

Procurement Threshold

[ Search Mode ]

Application ID
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Step 5. Click to select the Threshold from the list based on the amount of the request. You can type the

code directly in the field if known.

Procurament Thrashold s - TRaINING sTance
———

L "

——

N S N EN e e (B

[ Sslwcticn Hods | # » Pu=chasing *

Applicakion Descrpkion Ahhrmaation Hinineums Srder fimoued Masimum Urder Amount
mr

1 Yy Lom Frocursmect Walus (UL e 1m0 P
z e e Eropyrem ek (LE| L 1.8 UL
X Masim sl & Ll SHUE| MaF 10000 0 40, 205,00
4 Hinh ‘wwlus Prmcursment [HUE] HifF 50,000.00 99,539,029, 953,00

Step 6. Enter the details on the purchase.

* Description Request forsupplies for the 3rd Quarter of 2023

A

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

* Purchase Requisition Itams * Suggested Vendors Attachments

o

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

Step 8. Items : Click on the Lookup button to go to the screen then

Purchase Requisition Ttem

Item Mumber
Status

Thamn Mezrrintinn

Step 9. Click the Find L button, this will display the list to select from.
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Catalogue Item

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

Catalogue Item

KN N =N ES R

[ Selection Mode ]
' 42183005  Ophthalmic colorimeters

42183006  Ophthalmic distometers
42281705 Medical eguipment and instrume

43202215 kevboard or mouse cable

43202216 Printer connection cable

43202222 Computer cable

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

Ttem Description Computer cable

+ Unit Of Measure

Pack - —
+ Unit Price AUD 12.0000 | ~siiip—
* Quantity 1.00000000 | ~ifip—

Step 12. Coding Block: To select the account details of the transaction, click on the Elements View

ﬂ button. This will display the dropdown list to select the accounts below.

+ Coding Block

+ Description Computer cable

Step 13. Complete the details of the segments. Refer to the COA file that has been shared with you
while filling up the Coding Block.
0 SUB HEAD: Select the Division that needs the PR.
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0 FUND AGENCY: Select 1101- GoK if this is is for recurrent budget, from series 2 codes if
from Statutory expenses, and from series 3 if from development fund expenditures.

0 PROJECTSelect 00000-Not Defined if this is is from recurrent budget. For Development
Budget select the appropriate project code.

0 LOCATION: Select from the list. For recurrent budget, the code will always be 91
(National).

0 NAC: Select the appropriate NAC for the PR.

0 COFOG: Select the applicable COFOG from the list.

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

SUB_HEAD 1801 - Administration -
If:P-JI;JIr-Ja 1101 - Government of Kiribati_Consolidat: =
AGENCY
[
FROIECTE 00000 - Mot Defined - -
HOCATION 91 - Mational {Country Wide) -
MNATURAL . .
ACCOUNT 229112 - Local Stationery and Supplies -
CODE
COFQG

101 - Sickness and disability -

Step 15. Click the Save and return button on the Purchase Requisition Items.
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Purchase Requisition Ttem

I * Quantity 1.00000000

PO Assigned Quantity [

Estimated Price AUD
Total Amount AUD

* Coding Block 1801/1101/00000/91/22911
1

2/10

o 4

N N S N
[]

A

+ Description Computer cable

* Purchase Requisition Drops

N K IR =R

Select Drop Status Delivery Delivery Quantity PO Assi d PD Assi d A nt AUD Amount FC
Number Date From Date To Quantity Quantity
1 Open 1/3/2023 31/3/2023 1.00000000 0.00000000 0.00000000 12.00 0.00

CaxEn

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

* Purchase Requisition Items * Suggested Vendors Attachments
i
Se Preferred Vendor Vendor Name !

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

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

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

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

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

+ Preferred Vendor

+ Vendor @

+ Justification

Vendor

KE N Il ES

[ Search Mode ]

Code

Vendor

KN KN ED S

[ Selection Mode ]
|

13 ARIERA TAUANIBURE

14 ATINIMARAWA COMPANY ATIMNIMAR
15 KIRIBATT MOTOR COMPANY LTD EMCL

15 BANIAN ATUERU BANIATUE
17 KIRIBATI MURSE ASSOCIATION ENA

18 BARANIKO RUITT BARARUIT

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

+ Preferred Vendor

|| —
+ \Vendor 40
Vendor Name MOEL TRADING
P
+ Justification Lowest price

Step 19. Once completed, click on the Save and Return button. To add the details from all the
suppliers, repeat this process.
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+ Preferred Vendor 1
Vendor Name MOEL TRADING
+ Justification Lowest price

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

Purchase Requisition
o] 2 | &

Created Date

Approved By
Approved Date

* Descrption Request forsupplies for the 3rd Quarter of 2023

* Purchase Requisition Items * Suggested Vendors Attachments
Cu
Select Preferred Vendor Vendor Name Suggested Vendor
[ | 1 MOEL TRADING 40
Step 21. To send the PR for endorsement, ravigate to

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

will not get initiated if you do not do the Transition.
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Purchase Requisition

oJaole]cfofv]a]s

= Workflow Status Created
Created
Workflow Process Status
Transition
- -
Posting Status Cancel
For Endorsement

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

button.

Sl velion La- puzpe Elels .

Sap bl

&

viry Uresreed marks will be loat, Flaese v previcus sorezn update-batbon to upcans newsed Ueka,

@

Step 23. A message is displayed saying that the workflow transition is executed. The PR screen is also
updated as not editable, and it is now routed to the next approver.
3.2.1.2 How to prepare a new PR for Fixed Asset

Step 1. Navigate the Menu > Purchasing > Purchase Requisitions. Click the Purchase Requisition to open
the screen. Add new and complete required information (fields with red * asterisks).

Note: Same procedure with creating a PR which can be found on page 50.

Purchase Requisition

| Search Mode |

I Pequisilion Murribesr
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Step 2: Click the New button to add the items to purchase.

Requimtion Items * Suggested Vendors Attachments

EDEE KR KN ITh

Select Item Status Trem Quantity Coding Block PO Assigned Unit Price ALID
Num her (Juantity

Step 3: Click the lookup button of theitemsand ensur e to ti ck t hthentlickeohtde 3 Uds Ass
find button for the displayed screen.

Purchase Requisition

Purchase Requisition Tkem

* Ikem Mumber

= Status

ltem

©

Item Description

Purchase uisition

Catalogue Item

N W B S 'R

[ Search Mode ]

O

FrecBalance Application Suite
———
Calegary B
Item Type
Unit Of Measure

15 Active

Invenlary

B[

I5 Assot
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Step 4: A catalog item screen will display a list of items categorized as assets.

I

43211501
43211507

Cataloguea Item

| Insert Mode |
FragRalanca Apglication Siite

Application Abbreviation

Computor Servors

Desktop compubers

43211508
43211509

43211515
43211521

Persanal cnmpurer's
Tablel compulers
Computer workstation

All in one desktop computaer

SCANNers
inmetric identifi n eouip
Photocopiers

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

Ttem

Item Description

- Unit Of Measura

= Unit Prica AUD

= (uantity

= P Assigned (uantity

* Eslimaled Price AUD

Total Amount AUD

= Coding Black

* Dscription

43211507

2,000.0000

1000

1701/1101/0:0000/91/22081
14011

Desklop compulars

fut
-

#

N W —

-
-
-

N N S Sl

Step 6: Check all information is correct and then click the Save and Return button.
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* Purchase Reguisition Drops

EN &N N =B

Select Deop Statis Nelivery Delivery Quiantity PO Assigned  PD Assigned Amodint AN
Muimher NDate From Date Ta Cuantiiy Quantity
1 Dpen 17372024 /32024 1.00000000  G.00000020  0,00300300 2,000,00

<

Step 7: Complete the Suggested Vendors information  which is well detailed on pages 55 z 57.

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

3.2.1.3 How to Add/delete PR Item

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

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

Altachrments
Quantity Coding Block PO Assigned Unit Price AUD
Number Quantity
B : Dpen 43202222 2.00000000 1801/1101/00000/91/229112/101  0.00000000 12,0000

L v J o] <

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

+ Unit Of Measure ~
Piace

= Unit Price AUD 2.0000
* Quantity 5.00000000
PO Assigned Quantity
Estimated Price AUD

Totzl Amount AUD

+ Coding Block [ &] a :]
£

2101

* D ipti
=serpran Stationery

KN KN EEN =

Select Drop Status Delivery Delivery Quantity PO Assigned PD Assigned Amount AUD Amount FC
Number Date From Date To Quantity Quantity
1 Open 1/3/2023 31/3/2023 5.00000000 0.00000000 0.00000000 10.00 0.00
Step 3. Click the Update button.
! * Purchase Requisition Items * Suggedted Vendors Antachments
| T
Select Item Status Item Quantity Coding Block PO Assigned Unit Price AUD
Humber Quantity
ﬂ 1 Open 432023222 2.00000000 1801/1101/00000/91/229112,/101 0.00000000 12,0000
ﬂ Open 14111509 5.00000000 1801 /1101/00000,/91/229112,/101 0.00000000 2.0000

e =

3.2.1.4 How to Add Document to PR

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

transaction.

Step 1. Go to the Attachment tab and click the New button. Provide the mandatory details.
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* Purchase Requisition Items = Suggested Vendors

@E&Dan
rmation Download

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

Information

Application ID

Artachment Classification - ‘

Language
guag Budget Estimate Supporting Doc
Imprest Warrant
+ Title Instructions to Tenderers Doc

PV Supporting Documents

Supplier's Quotation I £
Suppliers Invoice I

Description
H Tender Summary Form

 mseachrmens Na e chazer

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

attach.
Attachment Classification Supplier's Quotation .
L=
nguage English -

» Titl o
= Quotation from Vendorl *
-
Description __ y
P Quotation for both the item. *
o

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

e Open
Application ID
« i <« Desktop » Supporting Docurnents
Artachment Classification Supplier's Quotation L
Organize = Mew folder
Language §
English - ~ -
- & Onelrive MName
* Title _— .
Quotation from Vendorl . @j Absence Form
3 This pC - -
Description o : T ] Supplier Quotation-Vendaorl
Quotation for both the item. -' 3D Objects
R =P B Desktop
Date Time - Documents
* Downloads
Date R
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Step 2. and click the Save and Return button once done.

Artachment Classification Supplier's Quotation .
La

rou=gs English -
" Tidle Quotation from Vendaorl p
Description Quaotation for both the item.

A

. - [ Chegse File | Sugplier Qu...endart docs
Date Time
Date |E|
User

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

Step 4. Click the Update button of the PR once all attachments are added.

* purchase Reguisition Ilems * Suggested Vendors Altachmentts
[
Select Information Dovwnload
B Title:Quotation from Vendorl Supplier Quotation-Vendorl.doct
By Size: 5.8 KB
Temaroiti On 16/7/ 2023

Abereta

@ =

3.2.1.5 How to create new from copying an existing PR.

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

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

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

Step 3. Click to select the PR to copy.

Step 4. When the PR is displayed, go to the Copy .E.button and click it. The message is displayed that
the PR is copied.
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Purchase Requisition

[ Update/Delete Mode |

isition Mumbe
Requisition Mumber PR-23-13-0001

* Fiscal Year

i SUZs

Step 5. Click Ok on the message displayed.

apac.frecbalance.com says

Code PR-23-18-0001 capied

Step 6. Update the necessary details to change.

Step 6. Click the Save .:.button when completed and send the PR for endorsement.

3.2.1.6 How to print the PR report.

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

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

N =N 5N ECE Eh i—E

[ View Mode ]

Requisition Number PR-23-18-0002

* Fiscal Year

* Fiscal Period P—

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

Purchase Requisition Downloads

[ View Mode ]
Will open when complete

Requisition Number PR-22-18-0002

+ Fiscal Yi
I iscal Year FY 2022
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“ GOVERNMENT OF KIRIBATI
: — Ministry of Women, Youth, Sports and Social Affairs
—_— Kiribati

So— 2

PURCHASE REQUISITION

Division : Administration (1801) Number : PR-23-18-0002
Goods/ Services Required | Quantity Unit Price Total Cost

Itern#1 Computer cable 2 Pack 12.00 24.00

Item#2 Stationery 5 Piece 2.00 10.00

=
E Notes on Purchase Requisition:

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

the PR transaction.

w N

ministry only.

3.2.2 Approval process of Purchase Requisition

3.2.2.1 How to endorse the PR.

The user will not be able to save the PR if the budget is less than the PR amount.
The PRs available for viewing, edit and update by the users will be limited to the access by their

A Purchase Requisition is prepared by anyone who has access to Purchase Requisition in IFMIS. The review

or endorsement of the same will be done by Accountants and Senior Accountants of the respective

Ministry. To do this, follow the steps below.

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

Internal Message box.

FreeBaance

IFMIS - TH
FrseBalamn

Internal Messages

vor horwe | M Masmygeen

Dazhboard

Session Details

Step 2. The list of notifications available to the user is displayed here. Click the link ID of the PR to review.
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KA K1 =8 58 6N =N

Select Status  From i} Subject

] ]

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

Step 3. Click on Update Domain “button.

jn]
From

Organization Name

Subject

Bod
ey Transaction = Purchase Reguisition

Transaction Id = &5

Code = PR-23-18-0002

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

Entity
Purchase Requisitio

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

o jcacjesjojojzuj]s ] o

[ update/Delete Mode ]

Requisition Number

* Fiscal Year
» Fiscal Pariod

MARCH

* Requisition Date

* Procuring Entity 1801
* Requester Entity 1801

* Warkflow Status
Waorkflow Process Status

Transition

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

* purchase Requisition rems * Suggested Vendors 1 Attachments

N I =N iR

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

PR.
* purchase Reguisition Items * Suggested Vendors 1 Attachments
=
Select Information Download

Title :Quotation from Vendorl
By: On: 16/7/2023

& Supplier Quotation-Vendorl.docx

Step 7. From the printed PR form, the accountant may check the list of Suggested Vendors. Check the
ranking and take note of the rank no. of preferred Vendor.
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SUGGESTED SUPPLIERS
Priority ]Supplier Justification
1 19-KIRIBATI OFFICE EQUIPMENT SERVICES Cheap
2 100670-Agriin Hardware Store Convenient
3 100417-King Holdings LTD Available all times

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

this example, the endorserAs preferred vendor is Kiribeée

SUGGESTED SUPPLIERS

Priority lSuppIier Justification

19-KIRIBATI OFFICE EQUIPMENT SERVICES Cheap

2 100670-Agriin Hardware Store Convenient

3 100417-King Holdings LTD Available all times

Preferred Vendor

J .

= Procurement Threshold 1 E

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

* purchase Requisihon ltems

B Il .

Select Item Status

NMumbear
i Open

Step 10. After the review, go up to Trans Endorgep firelmd i r
the dropdown list.

« Workflow Status L B

Workflow Process Status _

Transition -

Posting Status
Return for Modification
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Step 11. Click the Transition Ebutton that is displayed.

» Workflow Status
Workflow Process Status

Transition
Endorse -

Postino Status

Step 12. Enter the step note as an instructions or information to the next approver user. Click on the

Finish mbutton once done.

Purchase uisition

I Application Language

English -

Step Mote

F

Any Unsaved work will be lost, Please use previous scree

EDES

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

An unexpected error has occurred

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

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

Status

Preferred Vendor 1 -

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

Purchase Requisition apac.freebalance.com says

Code PR-23-18-0002 updated

16/7/2023 00:22:49
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Step 16. Go to the Tr an sBndoiseojn fargoam nt haen dd rsoepl deocw n tlhies t3.

Workflow Process Status

T i
ransition Endorse - @

Drictina Shaboc

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

AT Lanquage
L : “1E| 4 o

Shep et .

Any Uesavsd wark will me last, Plass mm e araen apeate etk nnplale imsaved Data,

s ]

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

3.2.2.2 How to update PRs with corrections.

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

Step 1. During review of the PR, gRetutnftor Motlifeationr ajn sfirtono n f
the dropdown list. Enter the instructions and what needs to be edited in the step note and click the
Finish button.

Workflow Process Status

Transition Return for Modification - B ‘P

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

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

Step 5. Send the PR to the same approval process again if applicable. If this is no longer valid, select the
JCancelj i nst e akbrEodorsembneé § 3 from t he dropdown | i st.

3.2.2.3 How to approve the PR.

The PR submitted and reviewed is now routed to the final approver. The approval of the PR will be
posting a Commitment that will be posted against the budget line. This approval will decrease the
available balance of the Budget. Follow the steps below to a pprove the PR.
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Step 1. After logging in, click the E and navigate on the internal messages. Click on the message on the
Internal Message box.
|i]] F'eeBalamel e y Internal Messages

Ve erm | Nesa Masmyges.

Dashboard
&

Session Details

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

Internal Message

Select Status From D Subject Posting Date Reading
Date
I:‘ ® Mikara Ieita 23907 There is a new Purchase Requisition {Code = PR-23-18-0002
transition assigned to you

ID

From
Organization Name
Subject

Bod
omy Transaction = Purchase Requisition

Transaction Id = 65

Code = PR-23-18-0002

Description = Request forsupplies for the 3rd Quarter of 2023
Options Available: Approved, Cancelled, Preparad

Entity
Purchase Requisiti

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

Requisition Number PR-23-18-0002

* Fiscal Year
Fr 2023

+ Fiscal Period I

* Requisition Date
guisition Da 16/7/2023

* Procuring Entity -

» Workflow Status

Workflow Process Status
Endorsed

Transition

Step 4. After checking the details, go up to Transition field in the PR main screen, and select the
JApprovejy from the dropdown | i st

+ Workfl Stat
orhlow us Approval Reguested

Workflow Process Status
Endorsed

Transition -
-
Pesting Status

Cancel

Status If.etu rn for Modification

Step 5. Click the Transition Ebutton that is displayed.

+ Workfl Stat
orkflow us Approval Requested

Workflow Process Status

Endorsed
Transition
Approve -
Posting Stat
sting us Saved

Status

Step 10. Enter the note for the approval and click the Finish button.
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La
nguage English -

Step Mot
=R e ok for PO processing

.t

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

Step 11. The message The PR workflow transition is executed. Click Ok on the message. At this stage the

PR is no longer editable. The Commitment is also created.
Purchase Requisition

ojajejojoju] o) s]0o

+ Workflow Status

Workflow Process Status Approved F
Posting Status
Status

Preferred Vendor

+ Procurement Threshold ;

Procurement Mode Description

3.2.3 How to cancel Purchase Requisition

Commitment e et e e ?

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

To cancel a PR that is not yet full approved.

Step 1. Go to the transition and select the Cancel from the dropdown list.

Workflow Process Status

Transition hd
Posting Status
For Endorsement
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Workflow Process Status
[ransition

Posting Status

Approve
Cancel
- Return for Modification
Status =
Open r
Step 2. Click the Transition button.
Workflow Process Status B
Transition Cancel .

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

Purchase iuultlun

I Application Language
pie Amauag English -

* Sbap Maba

@@=

Step 4. Once cancelled, the PR is no longer editable.

For cancellation- Duplicate PR
“

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

To cancel a fully approved PR, follow these steps.

Step 5. Search for the PR to cancel or close. Please note that ONLY fully approved PR with status OPEN
can be cl osed. P R€loseédh ath akawvwes sgstgamtewls PO t hat i s already
cannot be closed unless the PO is also closed. Click to select the PR to cancel.

o Hepuhlie of Kirihab - FaysOLL TESTEING .
Purchase Requisition
H KN R
Applisnlinn Henguisilion Dale Bl Slnlos Llalus Warkihw Slalus Woark N Pruceus Slalus Neseriplion
T
CRoZ2- 17 1S g Qxn Lpprowed Syaraed Caement bor pagind SLizhes
cins _— For vehiches i1l
EML2%17 [P Seonpsl e LIHTHRES | S| Basitpas bian i Con wnnilus b By
[HHTT] RS skl T s erechd el ey
ELZz17 [EEHE ST D=n Appoyed Sirend] Barerned Tne coeaticn b fram
oLl T

Step 6. Find the PR to Satusjc edndndelgectt ot Hhed Clieedadijd fro
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Purchase Requisition

lojajlsjojojezj]ol]ad]o

* Requester Entity

1702
= Workflow Status Approved *
Workflow Process Status Approved .
* Posting Status Saved -
= Status Open -
Preferred Vendor P

Step 7. Click OK on the displayed message.

User Confirmation

Furchase Reouisiion drap 7 of ibem 1 s partially aesd, e anissd quantite 1 can ne lenger s used afrer
il iz chaaed,

Wodd vois ke to corftinue?

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

lojajesjcjojwvjeoje]o

Description

Payment for replacing clutches for wehides G316

=
* Purchase Requisiton [lems * Suggested Wendors 1 Amachments
Kn
Select Trem Stafris Ttein Quantity Coding Block PO Assignedd it Price ALIT
Mumber Quantity
1 Bsiguend 1.00000000 1701/11101/00000/91 /7271114011 0.00000000 460, 0000

Step 9. Click Ok on the displayed message.

apac.freebalance.com says

These changes will create a change recuest. Dooyou wish to continue 7

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

apac.freebalance.com says

Change Request for PurchaseRequisition Created Successfully

3.3 Processes relating to Local Purchase Orders

For Purchase Requests for Very Low Value Procurement (VLVP) and Low Value Procurement (LVP), the
request will go directly to the Accounts for PO processing. For Medium Value Procurement (MVP) and
High Value Procurement (HVP), the IFMIS PO will be prepared once the procurement process is
completed, the contract is finalized, and the vendor is identified.
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Purchase
Requisition

£ Prepare Y
. Purchase Order

T

‘ Review Purchase ‘

Order

Suppliers

) L 4 ) T
SROs: Approve
‘ Purchase Order ALl

3.3.1 How to record Purchase Orders

3.3.1.1 How to record Purchase Orders

To record Purchase Orders, follow these steps.

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

" Purchasing

Purchase Requisitions

Goods/Services Receive Mote

] Reports

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

[ Search Mode

]

PO Number

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

Purchase Order

K3 N B S

* Currency AUD
-

* ExchangeRate

E * Procurement Threshold
F e e e e (T

Step 4. Click the Find L # ] button for the displayed screen.

Procurement Threshold

KN N N BN

[ Search Mode ]

Application ID
=

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

Procurament Threshold TFMIS - TRATMING TNSTANCE

e

(b

sipphrahon Deseophon P ——— L BEy p— Hactirmam drder Amnunk
pLvd

1 WAy Law Procursment Velos CalAF] (UL 1.0 WL
2 sw by Erpourement CUF| e 1,100 W, L
a v um 'l IHF M 12,002.00 1,093 00
1 Hgn Vialow Procuremesst [HUF| HAE 52,000,070 3,203, D] D3 ()

82

FreeBalance Confidential




SR
FreeBalance

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

« Vendor

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

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

‘eJaJs] x[ a)

[ Search Mode ]

Code

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

KN N EER BN

[ Selection Mode ]
|

13 ARIERA TAUANIBURE

14 ATINIMARAWA COMPANY ATINIMAR
15 KIRIBATI MOTOR COMPANY LTD EMCL

16 BAMNIAN ATUERLU BANIATUE
17 KIRIBATI MURSE ASSOCIATION ENA

18 BARANIKO RUITI BARARUIT

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

Purchase Order

N W =8 N

Approved By

Approved Date

Is Advance Payment Required

Use Percentage

Purchase Order Attachad RequiEitiunsg
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Step 10. The PR screen is displayed

Purchase Order Attached Requisitions

e
. Click on the Lookup button on the Purchase Requisition.

* Purchase Requisition @

Comments
i
Purchase Requisition Items
il
Select Item Status Description Unit Price AUD Quantity PO Assigned Assigned
Mumber

Quantity

Step 11. Click on the Find L # button for the displayed screen.

Purchase Requisition

oJafal <V a)
[ Search Mode ]

Requisition Mumber

Fiscal Year

-

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

Purchase Requisition

(o] aj =} x|

[ Selection Mode ]

Application Date Posting Status ~ Status Workflow Status ~ Workflow Process  Description Purchasing Plan Total Amount AUD Total Amount FC
i} Status Detail

PR-23-18-  15/7/2022 Saved Open Approved Approved Request forsupplies for
0002 the 3rd Quarter of
2023

24.00 0.00

Step 13. The items of the PR attached are displayed in the screen.
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Purchase Order Attached Requisitions

* Purchase Requisition

Comments
e
Purchase Requisition Items
i
Select Item  Status Description Unit Price AUD Quantity PO Assigned Assigned
Number Quantity
] 1 Open Computer cable 2.000000 2 0.000000 ]
D 2 Cpen Stationery

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

* Purchase Requisition

Comments
A

Purchase guisition Ttems
)

Select Item  Status Description Unit Price AUD Quantity PO Assigned Assigned

Number

t 1] D 1 Open Computer cable 2.000000 : I 3]

El 2 Open Stationery 2.000000 ]

Step 15. Click on the Save and Return

button once completed. The PR Items assigned are displayed
as line item under the PO Item screen.

Purchase Order Attached Requisitions

* Purchase Requisition PR-23-18-0002

Comments

Purchase Requisition Items

il A =R N

Select Item Status Description

Unit Price AUD PO Assigned Assigned
Number
1 Open Computer cable
2 Open Stationery

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

AfaciTerts

N KB =N N

Select [tmm Parchass [tsm
Humnibe  firdber
P
EEakin
[ -] i Sen 43103353
[ -] £ D 14311309
Step 17.

Quantity Cading Black

220000000 18937890 LA0R LRI I 5I0L

520 LaC0

Navi

Unik Frice AUD

1ENEN

e Hed 0300

gate to the

list then click the Transition Ebutton.

Purchase Order

Uni Price 'C Description

S
FreeBalance

Purchmss Tham
Dder il
L1cENe TR
ReguileHinas
i
s

A-p-14- ]
Bz

Tr ansi t iFar Review "drondthe arbopddwh e

SCreert

eJaJefofofuufals

PO Mumber

* Fizcal Year

« Fiscal Period

« Purchase Order Dates

Purchase Order Waorkflow Status

Waorkflow Process Status

Transition

Purchase Order Type

16/7/2023
-
Cancel
| ForReview _____J

- ————

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

button. A

spzhizeticn Laspus
s nLanpuege [TIEN

Anp Unnavisd vk il B bzal, Flesas s provsins semeen gpdals hallan inonplais nasesed fala.

E&Es

3.3.1.2 How to record Purchase Orders for Fixed Assets

To record PO for Fixed Assets please follow PO steps provided on pages 80
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3.3.2 How to process approval of Purchase Orders

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

3.3.2.1 How to review PO.

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

IFMIS - TH

FreeRalag

Internal Messages

Vres hrve | e Messages.

Dashboard

Session Details

o Lesone.
L b

VM2 3156

Largage: Prght:

6
Step 2. The list of notifications available to the user is displayed here. Click the link ID of the PO to
review.

“T1elclclcle

Select Status From ID Subject Posting Date Reading

Date
Temaroiti - There is a new Purchase Order (Code = PO-23-18-0001) transition 16/7/20232
D . -'::E'_a:hs- EEE_:_"E_:_'.: _: - e E: Z‘IL:_

Step 3. Click on Update Domain button.

o
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ID

[X]
[f%]
[T
F

I

From .
Temaroiti Abersta

Organization Name Administration

Subject

[I=]

There is a new Purchase Order {Code = PO-23-18-0001) transition as

Bod
eey Transaction = Purchase Order

Transaction Id = 46

Code = PO-23-18-0001

Description = Request forsupplies for the 2rd Quarter of 20232
Options Available: Reviewed, Prepared

Entity
Purchase Ord

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

[ Update/Delete Mode ]

PO Number

PO-23-18-0001

* Fiscal Year

+ Fiscal Period
isca rio MARCH

* Purchase Order Date

16/7/2023

Purchase Order Workflow Status .
Approval Requestad

Workflowr Process Status )
For Review

Transition

Step 5. After reviewing the details of tRewkewPOfrgm tbet't
dropdown list.
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PO Mumber
* Fiscal Yfear
* Fiscal Period

* Purchase Order Date

Purchase Order Workflow Skatus

Workflow Process Status

Transition ?
-

Purchase Order Type Return for Maodification

Step 6. Click the Transition button.

Purchase Order Workflow Status

Workflow Process Status

Ti iti

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

L b L T

sakz
b ——

Arp Lo kol Dl eal, Mo psepredoe sznoes upnlales sutia o spds oeaeal Dala.

(7 [+

Step 8. Click ok on the message 3The workflow transiti c
of the PO is updated to Reviewed. And the PO is no longer editable.

3.3.2.2 How to approve PO.

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

You nove 3 New Messages.

Dashboard

=

Session Details

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

KA KN EEN I EEN I

Select Status From D Subject Posting Date Reading Date
0 ° Titz Ataona @ There is a new Purchase Order (Code = PO-22-18-0001) transition assigned to you 16/7/2022
03:54:28
Uritina Etera 23509 Report Server Notification - Purchase Requisition 16/7/2023
O ° .
02:22:54
Uritina Etera 23508 The fallowing Purchase Requisition transition has been Approved 16/7/2023
D b4 02:19:16

Step 3. Click on Update Domain button.

From
Tita Ataona

e ] ization N
rganization Name Administration

Subject . .
uEE Thare is a new Purchase Order {Code = PO-23-18-0001) transition assi

Bod
ey Transaction = Purchase Order

Transaction Id = 48

Code = PO-23-18-0001

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

Entity
Purchase Ord

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

Step 5. After reviewing the details of tAppovePiO,f rgoom ttoh &
dropdown list.
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PO Mumber BO-23-18-0001
* Fiscal Year R

* Fiscal Period MARD
* Purchase Order Date -
Purchase Order Workflow Status .

Workflow Process Status o

Transition
- P
Purchase Order Type -
Cancel -
* Procuring Entity _P'E?'lm for Modification -
S el e c Returmhfa Madification | when there are details that needs t

prepared the PO.Cakeljd whkémcthe hBO3Ii s no | onger valid anc

Step 6. Click the Transition button.

Purchase Order Workflow Status L
Workflow Process Status o

Transition
Approve -

Step 7. Enter the note and click the Finish button.

Language English -

Step Mot
=p Het= Ok for invoicing l

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

xS

Step 8. Click ok on the message 3The workflow transitic
of the PO is updated to Approved. The Commitment is also created.
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Purchase Order
KA ES L 0 | & | [

Purchase Order Workflow Status Approved

Workflow Process Status }
Approved

Purchase Order Type

* Procuring Entity is01
1801

Requester Entity

Posting Status

Saved
Qrigin R
Order Status Open .
* Currency AUD

* Exchange Rate e

________

* Procurement Threshold

Commitment (PO) COMM-23-18-0001 B ZEmm—

3.3.2.3 How to print PO Report

When the PO is approved, the Report is now ready to be generated. Follow these steps.
Step 1. Once the PO is fully approved, generating and downloading the report is now enabled.
Step 2. Navigate the buttons at the top page of the PR screen.

- -
Step 3. Click on the Generate Report (pdf) LS button. The form will be downloaded ready for
viewing and printing if needed.

Purchase Order

[ View Mode ]

PO Mumber ) o

- + Fiscal Year
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Downboads

Purchase Order

( ojajeojcocjojrj sz ]0]

[ Local = Purchase + Order. pa

Step 4. Click the downloaded file. The file is ready for printing. This is also the file that will be attached to
emails to send the PO to the supplier.

AF. 41(2.R 45,152) Original Copy
m GOVERNMENT OF KIRIBATI
a Ministry of Women, Youth, Sports and Social Affairs
ey
—————r Kiribati
.
Vi ¥ PURCHASE ORDER

Very Low Procurement Value (VLVP)

Division :  Administration {1801) Mumber :PO-23-18-0001
Purchase Requisition/s : PR-23-18-0002

To: MOEL TRADING,

Please supply the under mentioned goods and /or services to: Administration Division of Ministry of Women, Youth, Sports
and Social Affairs and, in due course, submit your invoice to the Head of the Division

Serial# Goods/Services PO Qty I Unit Price Total Cost
1 Computer cable 2 12.00 24.00
2 Stationery 5 2.00 10.00

3.3.3 How to cancel Purchase Order

For some reason where a PO is fully cancelled, the users can close the PO to return the amount used to
the available budget balance.

Step 1. Navigate to the PO Screen and search for the PO to Cancel. Only POs that are not yet recorded in
the Goods/Services Received Note and Payment Voucher is eligible for Closing.

FERUDIG 21 AIIDdEn - FATHEWLL I3 dna ..

Purchase Order FrecBalanoe &pplication Sulte

ICH KN KN
e

[Z}] Furre s Foaling Slalus frcher Slalus Puare e Eanaler Work i Weirkilerwe Fris s Slalus Pure hase Dhecher Nesariplian Bailaal Mamsanl aams
Muiimnlaa (i Dare: Sraliis
T4y ! Saend S Gppogesd | Lepoycd i ars 700
I HLEE Iralneg - Bers e B
B a0 Sanmmcl [ oa] A=l Sl T T M Wl W [ 1T H e (] B2.0D

addmin reed
Step 2. Go to the field 3Statusj and select the J3CIl osec
* Orlgin

= Order Status

Open -
= Currency Open '

Step 3. Go to the bottom of the page and click the Update button.
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m PP B —

Lelact  Item Purchase Iiem Quantrity Coding Dlock Wit [rece AUIL Unit Price I'C Description Iarchinee Ttemn
Fumber  Dircler tinler Fumbwer
T ot exl
SIS Mesquisitions
® | 1 Sogy S0l STl A0 D000 LR Gl 108 0000 Gl purchase of 3 will ooders PR-Z2-17- L
fewr IFPAIS Tiwinies; T all DK
ekrine .
it

S

Step 4. This will ask for confirmation of closing the PO. Click Ok on the displayed message.

apac.freebalance.com says

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

Step 5. Click OK again on the displayed message.

apac.freebalance.com says

Change Reguest for PuichaseCrder Created Successfully

Step 6. Once this is done, the PO amount that was initially charged against the budget is now returned to
the available balance.

3.4 Processes relating to recording of receipt of items purchased.

When Suppliers delivers the items purchased, these will be recorded using the Goods/ Services Received
Note (GSRN) functionality in IFMIS.
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Approved
Purchase

Order

rr""--- Prepare -""“-\\ ( )
> Goods/Services ) Inspect GSRN
~._Received Note -~

Suppliers - :

for Payment
Voucher

preparation

3.4.1 How to record GSRN.

3.4.1.1 How to record GSRN

To record the receipt of the items purchased, follow these steps.

Step 1. Navigate the Menu > Purchasing > Goods/Services Receive Note. The Goods/Services Receive
Note is displayed by default at Search Mode.

‘ Purchasing
Purchase Requisitions

Purchase Orders

] Reports

Step 2. Click the New button.

Goods/Services Receive Note

[ Search Mode ]

GSRN Number
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Step 3. Click the Lookup button on the Purchase Order field.

GSRM Number
* Received Mote Status

« Note T4
- Ype Receive -

* Purchase Order @

+ Fiscal Year

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

Purchase Order

KN N EER

[ Search Mode ]

PO Number

Step 5. Click to select the PO to receive items from.

Purdhase Order TFMIS  TRATWTG THETANCE

d

413

(5] Parchase Fasling Metus ODeder Status Perchase Oeder Workfles Workdiam Procass HMetus Purchase Ordur Dascrption Tedal Areowst A0 Tabal Ampunt FC
Huesborr  2bedier Dol e
IR DR IE Sz Dy fproad #Epanasd Aegam=t 13 rmep e Tor thee Bl 400 LE]

At-pann Chpantus of F1EDS

Step 6. Enter the details of the inspection comments and the description of the transaction

Inspection Comments

received items in good order -

Total Amount AUD

Created By tabereta
Issue Date

Approved By

Approved Date

+ Dvescripti
riehEn To record the receipt of items from Inv 321 h

A

Step 7. Click on the new button under the details tab.
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Select Sequence Mo.
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Attachments

Item Mame

Step 8. Select the item from the dropdown list. The number of dropdown list here is the same as how

many line items there are in the linked PO.

= Receive Note Detail

Sequence Nao.

Purchase Order

* Purchase Order Item ID

* Purchase Order Item Drop

Step 9. This enables the Purchase Order Item Drop to be editable and the Coding Block details are

displayed.

Sequence MNo.

Purchase Order

=]
[

(5]
I
[

+ Purchase Order Item ID

Description .

* Purchase Order Item Drop

Coding Block

Item

Is Fixed Asset? |:|

Item Mame
* Unit Cost AUD

Unit Cost FC

» Unit Of Measure

» Quantity Received/Returned
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Step 10. Select from item drop ID from the dropdown list. The number of items here are the same with
the Item Drop or scheduled delivery from the linked PO.

Sequence Ma.

Purch Crdl
urehass Lraer PO-23-18-0001

+ Purchase Order Item ID

D ipti
s=erpten Computer cable

+ Purchase Order Item Drop

Coding Block |

: ::

Step 11. This automatically populates the fields Unit Cost AUD, Unit of Measure and Quantity
Received/Returned. Update the quantity to receive if applicable.

+ Purchase Order Ttem Drop

Coding Black

1801/1101,/00000/91,/22911
27101 A
It

Is Fixed Asset? []

Item Mame
Computer cable

* Unit Cost AUD

12.0000
Unit Cost FC 0.0000
* Unit Of Measure Pack -
+ Quantity Received/Returned 1.00 | ~l—

Step 12. Enter the remarks for the item received and then click the save and return button.

Rejections/Return Reason

* Amount AUD

12.00
Amount FC .00
Remarks received computer cables
e
Select Coding Block Total Armount ALD

==
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Step 13. Click the Save button. A message is displayed that the transaction is created.
I A

All Details are related to a EV D

* Go rvices Received/Rejected Note Details Attachments
| D
Select Sequence No. Item Item Name Coding Block Quantity Accepted Amount AUD
u 43202222 Computer cable 1801/1101,/00000/91/223112,/101 1.00000000 12.00 Edit

Step 14. Click Ok on the message displayed. A code is also provided in the message.

apac.freebalance.com says

Code GSRM-23-18-0001 inserted

Step 15. Navigate to the Transi t iFar mspéciioe |"flomahE t he scr eerl
dropdown list then click the Transition button.

Goods/Services Receive Mote

KN =N ISR ECn

[ Update/Delete Mode ]

GSRN Number GSRN-23-18-0002

* Received Mote Status

Creatad -
Waorkflow Process Status
Prepared -
Transition -~
-

Step 16. Enter the remarks on the step note for the next approver then select the approver from the
dropdown list. Then click the Finish button.
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spiativ Legage |

Alep Yow
-

&

By limawal warrk vl ez st Plessa: s previons srom spdate-hit o (o ik masesal Thia,

(2 ] x

3.4.1.1 How to record GSRN for Fixed Assets

To record a GSRN please follow GSRN procedure provided on page 94 -97: steps 1 to steps 12. Before
step 13 please ensure thatthe 3 Us Fi el d A s .sThe gpprdvad of the GSRN vdll create an asset
item that will be updated by the Asset Officer. Check the Quantity received. Then proceed with the
completion of GSRN: steps 13 to steps 16.

Is Fixed Asset?

Item Mame

= Unit Cost AUD
Unit Cost FC P

= Unit OF Measure

* Quantity Received/Returned 1.00 ‘

3.4.2 How to inspect of GSRN.
Step 1. After logging in, click the (i) and navigate on the internal messages. Click on the message on the
Internal Message box.
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Internal Messages

e v 5 N Vesaane s

Dashboard

)

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

Select Status From jii] Subject Posting Date Reading

Date
Temaroiti @ There is a new Goods/Services Receive Note (Code = GSRN-23-18-  16/7/2023
] e 05:52:18

Abereta 0002) transition assigned to you
Step 3. Click on Update Domain button.

]

From _ o
emaroiti Abereta

o izati M
rganizatian Name Administration

Subject —

m
it
n
[i1]
-
m
[n]
5]
=]
=1
n
7]
it

7
]
it
n

5]
m
[}
o
it
a
[ d
it

Bod
¥ Transaction = Goods/Services Receive Note

Transaction Id = 33
Code = GERN-23-18-0002
Cptions Available: Inspected, Prepared

Entity
Goods/Services Receive Mo

Step 4. The system will open the screen for the GSRN for inspection. Review the details of the GSRN.

Step 5. After reviewing the details of t hilespe®3RN,r ogo t o
the dropdown list.
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GSRN Numbe
HmBEr GSRN-23-18-0002

* Received Note Stat
e o= us Approval Request -

Workflow Process Status )
For Inspection -

R -
-
" Not= Type

Return for Modification

* Purch Ord

* Fiscal Year

FY 2023 -
* Fiscal Period MARCH -
* GSRN Date 16/7/2023
* Item Twpe .
S el e c Retdrrfe Matificaton j when there are details that needs tc

prepared the GSRN
Step 6 Click the Transition button.

GSRN Numbe
HmREn GSRN-23-18-0002

* Received Mote Status

Approval Request -
Workflow Process Status For Inspection N
Transition Inspect - |
* Nate Type Reacaive -

Step 7. Enter the note and click the Finish button.

La
nguag= English -

Etep Note
A

Any Unsaved work will be lost, Please use previous screen update-button to update unsaved Dal
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Step 8. Click ok on the message 3The workflow transiti
of the GSRN is updated to Inspected. A Payment Voucher can now be prepared for the PO related to the
GSRN.

GERMN Number

* Received Mote Status

Workflow Process Status

* Mote Type

3.4.3 How to print of GSRN.
Step 1. Once the GSRN is inspected, generating, and downloading the report is now enabled.

Step 2. Navigate the buttons at the top page of the GSRN screen.

- -
Step 3. Click on the Generate Report (pdf) LU button. The form will be downloaded ready for
viewing and printing if needed.

Goods/Services Receive Note

[ View Mode ]

GSRN Mumber

* Received Note Status

Workflow Process Status

Step 4. Click the downloaded file. The file is ready for printing.

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

‘F/ ? Kiribati

- GOODS/ SERVICES RECEIVED NOTE

Division : MWYSSA/ Administration (1801) Number : GSRN-23-18-000.

Delivered By : MOEL TRADING

Item No. uom Item Description | Qty. Received | Unit Price Total Cost

1 Pack Computer cable 1 12.00 12.00
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3.3.4 How to Cancel GSRN

When there is a need to cancel an approved GSRN, so that the PO can be closed, and a new PR can be
reprocessed, the steps below are provided as a guide to the users.

Step 1. Navigate the Goods/Services Received Note and Click the New button.

Goods/Services Receive Note

[ Search Mode |

Step 2. Select the J3JReturnji in the Note Type.
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Goods/Services Receive Note

o] al]s

| Insert Mode |

GSREN Mumber
* Received Noke Status B

* Note Type Receive -

Receive

* Purchase Order

* Fiscal Year

Step 3. Click the Lookup button on the G/S Receive Note Reference.

Goods/Services Receive Note

| Insert Mode |

GSREN Number
* Recelved Note Status
* Mate Type

Feturn -

* 3f5 Recelve MNote Reference

Step 4. Click the Find button on the GSRN Screen to select the GSRN to Cancel.
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Goods/Services Receive Note

o jajej x]o

GSRN Mumber

Received Mote Status

Step 5. Click to select the GSRN to cancel.

Goods/ Services Recaive Nota

N N =5 £33 0

| Se

G5RN Mot Type Recsived Mote Status  Workilow Process Slalus Rsprnsilde Issue Date
Huinber

GSREN-  Booemes Apuoyed Inspected Iavita Tekania 19/ 72023

:

CHE

SoRN- Beusive fpgievey ISR Tiraks Takerd A
25-17-
Q00
GNEN- Hecemen Approverd Inspartad liraka lakera 25/8/2023

E
Il

Step 6. Once the GSRN to cancel is selected, it will display the details.

GSRN Number

* Received Note Status S
Created

Note Type Return v

* /S Receive Note Reference GSRN-23-17-0047 ﬂ

Step 7. Add the description then click the New button.

106

FreeBalance Confidential




[
FreeBalance

= Descriplion

To cancel the GSRN H
:

All Detalls are related to a BV D

/Rejected Mote Details Attachments

EI

Item Item Name Coding Block

Select Sequence No.

Step 8. The details of the item of the GSRN is displayed.
Goods/Services Receive Note

Goods/Services Receive Note Detail

Sequence No.

= Goods/Services Received Note Detail 432 E n
Purchase Order PO-23-17-0057

= Purchase Order Item ID

Description

= Purchase Order Item Drop

Coding Block )
1705/1101/00000/91/22991 -{:!
1/011

Step 9. Select the reason for cancellation from the dropdown list.
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= Rejections/Ref Reas
ajections/Refurn Reason Cancel Receive Nobe h

* Amount AUD R
Amaunt FC

Remarks

Select Coding Block lotal Amount AUD lotal

Step 10. Click the Save button when completed.

Goods/Services Recaive Note FresBalance Application 5

CE =N ER

Appraved Dabe

= Casaription To rancy SEEM

&l Catalls are redabed bo 2 B (|

L ey SBana e Reos vied fSejeread Hobe ecails detachrnesres
=
sl Satgenene e M. e Bl Minma: Canlirng Bhn k Pssnlily Revesieel fHeormed Al AL
u Lo L LD OO L e L LA LL ERHTHHHA] RYR Ly

O

Step 11. Click the Ok button to complete the cancellation of the GSRN initially approved.

apac.freebalance.com says

Code GSRN-23-17-0048 inserted

Step 12. Refer to section 3.3.2 to process the approval of the Return transaction.
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The Commitment Management to be used for procurement of those items for which PO is not
required . The effect of the Commitment Request is the same as that of Purchase Requisition. This is
used to reserve or set aside (commitment) a fund for the expenditure.

All personnel, as assigned by the Line Ministry division may enter the Commitment. The user, however,
must ensure again that: (i) there is an available allocation for the accounts to be used; and (ii) Payee or
Vendor is already available in the system. Upo n saving, the user must then send the transaction for
Endorsement. This will be sent to the accountant/s for review and endorsement. The commitment final
approver will be the SRO.

lssued
Accounting Budget

Control

Wamant

Prepare

Accounts: i
Commitment HODs: Approve

Endorse
Commitment CommHment

Following are some examples of transactions that will be recorded through the Commitment
functionality of IFMIS.

=

Housing Allowances

Reimbursements of Employees

Travel Allowances before the Travel Request is made.
Utilities expenses (Water, Electricity)
Internet and Telephone Expenses.
Transport services.

Recruitment Cost.

Payment for International Contributions
. Freight Payments

10. Fuel

11. Sitting Allowance

© Nk WDN

4.1 How to record Commitment requests.

Upon receipt of Invoices from the Billers, (example: Internet monthly bills, Telephone bills, Electricity)
and other expenses that is not required to undergo procurement, users must record the commitment to
set aside budget for the specific expense.
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Before recording the commitment, ensure that: (i) There is an available allocation for the commitment;
and (ii) Vendor or Payee is already in the system. Refer to section Pre-requisites in Creating
Purchase Requisition and Commitment in IFMIS.

To record commitments, follow these steps.

Step 1. Navigate the Menu > Budgeting & Appropriation > Commitment. Thedefault,ment is displayed by
default at Search Mode.

‘ Budgeting B Appropriations

] Reports

Budget Control

Step 2. Click the New button.

Commitment

[ Search Mode ]

Step 3. Click on the Lookup “button to go to the Vendor screen

 Vendor @

Step 4. Click the Find L # button, this will display the list of Vendors to select from. For how to check
vendor exists in IFMIS follow steps given in Section 3.1.1.2 Check if all Suggested Vendors are . If a
vendor needs to be added, follow the steps as given in Section  3.1.1.3.

Vendor

‘eJaJes] x[ a)

[ Search Mode ]

Code

Step 5. Click to select the appropriate Vendor. Once selected, the code of the selected is displayed in the
field.
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Vendor

KB N il ES

[ Selection Mode ]

13 ARTERA TAUANIBURE

14 ATINIMARAWA COMPANY ATINIMAR
15 KIRIBATI MOTOR COMPANY LTD EMCL

16 BANIAN ATUERL BANIATUE
17 EIRIBATI NURSE ASSOCTATION ENA

18 BARANIKO BUTTI BARARUTT

Step 6. Enter the Description of the Commitment Request

* Description

For Housing ‘

Step 7. Click the New button under the tab Commitment Item

Attachments
T

Select Serial Coding Block Amount AUD Amount FC Balance AUD
MNumber

Step 8. Click the Elements View to add the Coding Block of the Commitment Item. This will display the
dropdown list to select the accounts below.

Commitment Ttem

Serial Number

» Coding Block
» Status Open -
0 SUB HEAD: Select the Division that needs the commitment.
0 FUND AGENCY: Select 1101- GoK for recurrent budget, from series 2 codes if from Statutory
expenses, and from series 3 if from development fund expenditures.
0 PROJECT Select 00000-Not Defined if recurrent budget, else select the appropriate.
0 LOCATION: Select from the list. For Recurrent Budget the code will always be 91.
0 NAC: Select the appropriate NAC for the commitment like Housing Expense, Advertising Cost,

Travel Allowance, etc.
0 COFOG Select the applicable COFOG from the list.

Click the Save and Return when the accounts are selected.
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SUB_HEAD

1801 - Administration -
FUNDING
~ 1101 - Government of Kiribati_Consolidate =
AGENCY
PROJECTS
00000 - Mot Defined -
LOCATION
91 - National {Country Wide) -
MNATURAL . .
ACCOUNT 211113 - Housing Assistance -
CODE
COFOG
- 101 - Sickness and disability -

Step 9. Enter the amount and description of the request.

Amount AUD 120.00 -

¥TO Actual AUD

Balance AUD

b _ h
escription Housing for Admin for July 2023

Step 10. Click the Save and Return button once done.
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+ Coding Block Y
3101 A
* Stat
atus Open .
Amount AUD 120.00
YTD Actual AUD P
Balance AUD o
120.00
« D ot
escription using - July 2022
s
=5
Select Fiscal Year Fiscal Period Amount AUD Amount FC Balance #

Step 11. When all items are added, click the Save button

« Descripti
rpten For Housing - July 2023

Attachments
LT

Select  Serial Coding Block Amount AUD Amount FC
MNumber

ﬂ 1801/1101/00000/91/211113/101 120.00 0.00

Step 12. Click Ok on the message displayed that the transaction is inserted. Go to the Transition field of
the screen arFdr Ergderdementt " frorh tbe déopdown list
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Transition

VF

Posting Status Cancel
For Endorsement

Step 13. Click the Transition button.

Transition For Endorsement

Step 14. Enter the remarks on the step note for the next approver. Click the Finish button to complete
the submission.

Trrehion

tnt -
et i g .

Shep Foke
—————————

a

ey Deran] sk edll e Do, Mo e oeas prosdvie. i il ate=teinion ooapakie isecsaad tana.

@

4.2 How to print the Commitment report.

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

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

Commitment

[ view Mode ]

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

Downlaads i I

- f - I
Commitmeant —* T __vm'r.: cnt.ad
Tpen b

ICH KN KN ECH iGN FE =R

SR Mione

|
Step 3. Click the downloaded file. The file is ready for printing.
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GOVERNMENT OF KIRIBATI
Ministry of Education
P. 0. Box, 263 KGVEBS Road, Bikenibeu, Tarawa, Kiribati

)

h

- Commitment
Dhivision : Administration (1501} Mumber o COMM-23-15-0025
Location 1 14-Bikenibey Issue Date o August 17, 2023
To o 5118-Air Ocean logistics
Purpose : Airfare cost for Kaetaeta Bwebwetaake scholarship student from ManTrw

1. You are hereby authorized to spend during the year 2023 the amount specified below as they become due in accordance with
the Financial Regulations of the Government of Kirbati.

2. The Number of this should be guoted as the authority reference for all payment vouchers made by your Ministry/Department
relating 1o the Head and Sub Head quoted below.

Allocations Details I Amount AUD
1  CORCY Government of Kirball/ Overseas Scholarships’ airfare costs for scholarship std i £ 2,586.00
Bikenibew’ Tertiary Scholarships Overseas’ Education n.e.c. Kaetaeta Bwebwetaake from Man/Trw

1508/3101/1 2062/14/27 214 3/098
KW20_PILLARS-Wealth/KDP_SECTORS-Harnessing Human
Wealth

4.3 How to process approval of Commitment requests.

4.3.1 How to review Commitments.

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

- IFMIS - TH
FrEE'BalamE FreeEalan Internal Messages

Yo have 2 Mase Masusgss.

Dashboard

Session Details

Step 2. The list of notifications available to the user is displayed here. Click the link ID of the
Commitment to review.
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~TeToToTo =

Select Status From D Subject Posting Date Reading
Date
[:l ® Temaroiti There is a new Commitment (Code = COMM-23-18-0002) transition
Abereta assigned to you
[:l ® Mikara Isita 235906 The following Purchase Requisition transition has been Endorsed

Step 2. Click on Update Domain button.
ID

_____

From

Organization Name

Subject o
Bod
¥ Transaction = Commitment
Transaction Id = 95
Code = COMM-23-13-0002
Description = For Housing - July 2023
Options Available: Prepared, Reviewed
o~

Entity

Cummitmen@

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

Step 4. After reviewing the details of the Cd&ndorset ment ,
from the dropdown list.

Transition

Posting Status Endorse
Return for Modification

NOTE: The Endorser or Accountant may also select Return for Modification instead, if there are any
corrections needed in the transaction. Detail the reason why it is returned.

Step 5. Click the Transition button.

Transition
Endorse v
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Step 6. Enter the note for the Endorsement or Return Click the Finish button.

Transitdan

Application Langages: cralish -

Step Note ——

Ay Unsaved viork will be lost, Please use previous screen update button 1o update unsaved Data,

Step 11. Click ok on the message 3The workflow transiti
of the Commitment is updated to Reviewed. And the Commitment is no longer editable.

apac.freebalance.com says

Workflow Transition Executed

4.3.2 How to approve Commitments.

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

Fl’eeBalanCG j Internal Messages

You have 3 New Measages

Dashhoard
=

Session Details

Step 2. The list of notifications available to the user is displayed here. Click the link ID of the
Commitment to approve.
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KA KN =8 D =D =R

Select Status From ID Subject Posting Date Reading
Date
[:| e Mikara Isita (2 There is a new Commitment (Code = COMM-23-18-0002)
assigned to you
[:| ° Uritina 23915 Report Server Notification - Local Purchase Order

Etera

Step 2. Click on Update Domain button.

Step 3. The system will open the screen for the Commitment for approval. Review the details of the

Commitment

Step 4. After reviewing the details of tAppoveP;iO,f rgoom ttoh e |
dropdown list.

Se |l e c tReturrhf@ Matificaton | when there are details that needs 't
prepared the Commit mearcelj Amhde rs etlleec tP @ hies 3no | onger vali
continued.

Step 5. Click the Transition button.
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