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1. Introduction  

1.1 Project Overview 

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

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

endeavour to reform Public Financial Management (PFM) 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.  

ǒ List of all the current business processes of the Government of Kiribati detailing the procedures 

on how to record them in IFMIS.  

ǒ 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.  

ǒ 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 Goods/Services Received Note 

HVP High Value Procurement 

HOD Head of the Division 

IFMIS Integrated Financial Management Information System 

GL General Ledger 

GRP Government Resource Planning 

JV Journal Voucher 

LM Line Ministry 

LVP Low Value Procurement 

MVP Medium Value Procurement 

NAC Natural Account Code 

PEP Payment Extract Payment 

PO Purchase Order 

PV Payment Voucher 

PR Procurement Requisition 

SAM Security Access Matrix 

SRO Senior Responsible Officer 

TIN Tax Identification Number 

TM Treasury Management 

VAT Value Added Tax 

VLVP Very Low Value Procurement  

AT Asset Transfer 

CA Custody Assignment 

AI Asset Item 
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2 Line Ministry Users and Processes  
All processes for the Line Ministries are listed in this document namely.  

ǒ Preparation of Procurement Requisition Form  

ǒ Preparation of or Local Purchase Order  

ǒ Acceptance and Inspection of Goods/Services Delivered  

ǒ Invoicing of purchases  

ǒ Preparation of Internal memo to pay expenses.  

ǒ Approval process for these transactions  

ǒ Preparation of Payment Vouchers,  

ǒ Recording of collection and printing of General receipts . 

ǒ Recording of adjustments and inter -ministry  transactions.  

ǒ Use of reports for analysis and reference.  

ǒ 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:  

 

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

 

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.  

 

The landing page is now available for the users.  

 

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.  

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

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

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

the User and the Dashboard.  

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

the escape key.  

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

User 

ǒ  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. 

 

ǒ Internal Messages:  When the box for the internal messages is clicked, 

the list of notifications for the user is displayed. The Notifications include 

both the workflow messages pending for approval and the status of the 

reports generated. When the message is opened, a link i s provided with the 

transaction number to drill down the details.  

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

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

User. 

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

User. 

ǒ Logout : Button to logout from IFMIS  

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

 

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 

1.  
Enrollment of 

Unlisted Vendor/s 

Do a Search function to verify 

if Vendor required is already 

listed in the system 

Personnel from respective Line 

Ministries (LMs) 

Common Entity- 

Vendors 



 

 

14 

FreeBalance Confidential 

# Business Process IFMIS Process GoK User Role System Function  

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 

2.  

Process 

Procurement 

Requisition Form 

 

Create Purchase Requisition 

(PR) 

Personnel from respective Line 

Ministries (LMs) 

Purchase 

Requisition 

Review and endorse PR 
Accountants/Senior Accountants of 

Respective LMs 

Purchase 

Requisition 

Approve PR HOD of Respective Divisions 
Purchase 

Requisition 

3.  

Procurement 

Process for MVP and 

HVP 

NA Procurement Officers NA 

4.  

Process Local 

Purchase Order 

 

Create Purchase Order 
Account Officers/ Accountants / 

Senior Accountants 
Purchase Order  

Review Purchase Order Accountants / Senior Accountants Review PO 

Approve PO 
3ÅÃÒÅÔÁÒÙȟ $ÅÐÕÔÙȭÓȟ $ÉÒÅÃÔÏÒÓȟ 

Accountant General 
Approve PO 

5.  

Process Delivered 

Goods/Services 

Acceptance and 

Inspections 

 

Accept delivered goods and 

Create Goods/Service Receive 

Note 

Assigned Personnel from respective 

Line Ministries (LMs), 

Goods/Services 

Receive Note 

Inspect/Approve 

Goods/Service Receive Note 
HOD of Respective Divisions Approve GSRN 

II.  COMMITMENT MANAGEMENT  

6.  
Process 

Commitment Form 

Create Commitment Assigned Personnel from respective 

Line Ministries (LMs) 
Commitment 

Review and endorse 

Commitment 

Accountants/Senior Accountants of 

Respective LMs 

Review 

Commitment 

Approve Commitment 
HOD of Respective Divisions 

Approve 

Commitment 
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# Business Process IFMIS Process GoK User Role System Function  

III.  ACCOUNTS PAYABLE AND PAYMENTS 

7. Invoicing 

Prepare Payment Voucher Accountants / Senior Accountants Payment Voucher 

Authorize PV by Line Ministry 
3ÅÃÒÅÔÁÒÙȟ $ÅÐÕÔÙȭÓȟ $ÉÒÅÃÔÏÒÓȟ 

Accountant General 
Payment Voucher 

8. 

Recording of Outer 

Islands expenditure 

from Purchases 

Create, Endorse, and Approve 

Commitment 
Island Treasurers Commitment 

Prepare Payment Voucher Island Treasurers Payment Voucher 

Authorize Payment Voucher Island Treasurers Payment Voucher 

IV. REVENUE AND COLLECTION MANAGEMENT 

9. 
Recording of 

collections 

Prepare Revenue Voucher 

Cashier/Accounts 

Officer/Accountants /Senior 

Accountants 

Revenue Voucher 

Approve Revenue Voucher at 

the Line Ministry level 

Accountant General/ Directors/ 

Secretaries 
Revenue Voucher 

10. 
Recording of Outer 

Islands collections 

Prepare Revenue Voucher Island Treasurers Revenue Voucher 

Review Revenue Voucher Island Treasurers Revenue Voucher 

V. ADJUSTMENTS, GENERAL LEDGER, AND ACCOUNTS 

1.  

Recording of 

Adjustments/ non- 

cash or credit 

transactions 

Prepare Journal Voucher 
Accounts Officers /Accountants/ 

Senior Accountants 
Journal Voucher 

Review Journal Voucher 
$ÅÐÕÔÙȭÓȾ !ÃÃÏÕÎÔÉÎÇ 'ÅÎÅÒÁÌȾ 

Directors/ Secretaries 
Journal Voucher 

2.  

Recording of 

Request for 

Advances/ Imprest 

Prepare Accountable Advance 
Accounts Officers /Accountants/ 

Senior Accountants 

Accountable 

Advance 

Authorize Accountable 

Advance at the Ministry Level 

$ÅÐÕÔÙȭÓȾ !ÃÃÏÕÎÔÉÎÇ 'ÅÎÅÒÁÌȾ 

Directors/Secretary 

Accountable 

Advance 

VI. BUDGET REALIGNMENTS AND TRANSFERS 

3.  
Request for Budget 

Internal Transfers 

Prepare Budget Voucher Accountants/Senior Accountants Warrants, 

Virements & 

Supplements 

Voucher Approve Budget Voucher by 

Line Ministry 
Secretaries 

4.  
Request for 

Virements 
Prepare Budget Voucher 

Senior Accountants/Division 

Directors 

Warrants, 

Virements & 
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# Business Process IFMIS Process GoK User Role System Function  

Approve Budget Voucher by 

Line Ministry 
Secretaries 

Supplements 

Voucher 

5.  
Record Department 

Warrants 

Prepare Department 

Warrants 
Accounts Section 

Warrants, 

Virements & 

Supplements 

Voucher Approve Department 

Warrants 
Accounts Section 

VII FIXED ASSET MANAGEMENT 

6.  

Process 

Procurement 

Requisition Form 

 

Create Purchase Requisition 

(PR) 

Personnel from respective Line 

Ministries (LMs) 

Purchase 

Requisition 

  Review and endorse PR 
Accountants/Senior Accountants of 

Respective LMs 

Purchase 

Requisition 

  Approve PR HOD of Respective Divisions 
Purchase 

Requisition 

7.  
Process Local 

Purchase Order 
Create Purchase Order 

Account Officers/ Accountants / 

Senior Accountants 
Purchase Order  

  Review Purchase Order Accountants / Senior Accountants Review PO 

  Approve PO 
3ÅÃÒÅÔÁÒÙȟ $ÅÐÕÔÙȭÓȟ $ÉÒÅÃÔÏÒÓȟ 

Accountant General 
Approve PO 

8.  

Process Delivered 

Goods/Services 

Acceptance and 

Inspections 

 

Accept delivered goods and 

Create Goods/Service Receive 

Note 

Assigned Personnel from respective 

Line Ministries (LMs), 

Goods/Services 

Receive Note 

  
Inspect/Approve 

Goods/Service Receive Note 
HOD of Respective Divisions Approve GSRN 

9.  Invoicing Prepare Payment Voucher Accountants / Senior Accountants Payment Voucher 

  Authorize PV by Line Ministry 
3ÅÃÒÅÔÁÒÙȟ $ÅÐÕÔÙȭÓȟ $ÉÒÅÃÔÏÒÓȟ 

Accountant General 
Payment Voucher 

10.  Asset Registration Create Asset Item 
Assigned Personnel from respective 

Line Ministries (LMs) 
Asset Item created 

  Review Asset item Accountants / Senior Accountants Review AI 

  Approve AI SROs and HODs Approve AI 

  Posted in Asset Register  Internal Audit  Asset posted 

11.  

Asset Transaction ɀ 

Work in Progress 

managed by GOK 

Create Asset Transaction 
Assigned Personnel from respective 

Line Ministries (LMs), 
Create AT 
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# Business Process IFMIS Process GoK User Role System Function  

  Review Asset Transaction Accountants / Senior Accountants Review AT 

  Approve Asset Transaction SROs and HODs 
Posted in Work in 

Progress Item 

12.  Custody Assignment Create Custody Assignment 
Assigned Personnel from respective 

Line Ministries (LMs) 
Create CA 

  Review Custody Assignment Accountants / Senior Accountants Review CA 

  Approve Custody Assignment SROs and HODs Approve CA 

13.  Asset Transfer Prepare Asset Transfer Accountants / Senior Accountants 
Create Asset 

Transfer 

  Authorize Asset Transfer SROs and HODs 
Approve Asset 

Transfer 

14. Disposal of Asset 
Prepare Asset Transactions to 

disposal (Sale/Retirement) 

Assigned Personnel from respective 

Line Ministries (LMs) 

Prepare Asset 

Transaction 

  
Review disposal 

(sale/retirement)  
Accountants / Senior Accountants Review disposal 

  Approve disposal SROs and HODs Approve disposal 

  Post in Asset Registry Internal Audit  
Post in Asset 

registry 

15.  

Fixed Asset 

Revaluation/Devalu

ation 

Prepare Asset Transaction 

(Revaluation/Devaluation) 

Assigned Personnel from respective 

Line Ministries (LMs) 

Prepare Asset 

Transaction 

  
Review Asset Transaction 

(Revaluation/Devaluation) 
Accountants / Senior Accountants Review Transaction 

  Approve Asset Transaction SROs and HODs 
Approve 

Transaction 

16.  
Asset Maintenance 

of Registered Item 

Prepare Asset Maintenance 

policy 

Assigned Personnel from respective 

Line Ministries (LMs) 

Create Maintenance 

policy 

  Approve policy SROs and HODs 
Approve 

Maintenance Policy 

  Create Maintenance Schedule 
Assigned Personnel from respective 

Line Ministries (LMs) 

Create Maintenance 

Schedule 

  Approved schedule SROs and HODs 

Approve 

maintenance 

schedule 

17.  
Fixed Asset with 

Insurance 

Prepare Asset insurance 

policy 

Assigned Personnel from respective 

Line Ministries (LMs) 

Create Insurance 

policy 
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# Business Process IFMIS Process GoK User Role System Function  

  Approve insurance policy SROs and HODs 
Approve insurance 

policy 

  Create insurance claim 
Assigned Personnel from respective 

Line Ministries (LMs) 

Create insurance 

claim 

  Report insurance claim Accountants / Senior Accountants 

Approve claim ɀ 

prepare revenue 

voucher 

3 Purchasing Management  
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 ant. Once PR/ Commitment is approved, the 

commitment is automatically created  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  

 

 

 

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.  
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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 a request over mail for Budget Transfer with your Senior 

Accountant (Accountant in case of few Ministries). Refer to Section 9.1of 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  

 

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   
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Step 3. From the Hierarchical Rollups COA Elements section, click the Dropdown from the Coding 

Block Filter Type field and select Hierarchical Coding Block Elements. Set all applicable segments 

as indicated below. To add the filters, do the following  

ǒ Organization/Subhead: Add the codes for the Ministry in the Element from and to.  

ǒ 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  

ǒ Project/Projects: Leave blank filter by project is not needed, otherwise enter the project code  

ǒ Location/Region: Leave blank if not needed.  

ǒ Economic Classification/NAC: Leave blank if not needed.  

 

 

Step 4. Click the xlsx button to generate the report.  

 

Step 5. Click the (i) and click the Internal Message  
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Step 6. Click the linked ID of the notification for the generated report.  

 

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

 

Step 8. Refer to the report generated. The highlighted cells are converted into the coding block. The line 

means.  

ǒ Coding block: 1701/1101/00000/9 1/221311/ 011  

ǒ Original Budget: This is the original amount from the Accounting Warrant  

ǒ Current Budget: This is the revised Amount after virements and transfers.  

ǒ Payment Voucher Amount: All PVs and actuals  

ǒ Commitment/Purchase Order: These are charged from approved POs and Commitments  

ǒ Commitment/Purchase Requisition: These are charged from approved PRs.  
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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  

 

Step 2. Provide the Filter data as follows.  

 

If the Coding Block is known, enter the codes in the Coding Block field.  



 

 

23 

FreeBalance Confidential 

 

 

Step 3. Click the Find button.  

 

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

check. 

 

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

 

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

 

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

 

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

 

Step 11. The list of PVs are displayed.  
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Step 12. Click the Details button of the Commitments/PR to check the source transaction.  

 

Step 13. The list of PRs are displayed.  

 

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

 

Step 15. The list of PVs are displayed.  

 

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

budget.  
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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  

 

Step 2. From the Vendor screen, type the First Name, last name or a keyword to identify the VendorɅs 

name. Ensure to use * to be placed before and after each word. Example as shown below.  

 

Step 3. Click the Find button.  

 

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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3.1.1.2 Create of New Vendor  

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

 

Step 2. Click the New button.  

 

Step 3. Enter the Name and Short Name  

 

Step 4. Click the Lookup on the Vendor Classification Type Click the Lookup on the selection screen 

displayed. Then click to select the applicable type.  
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Step 5. Click the New button in the Bank Account  

 

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

 

 

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

- Click on the Address tab and click New.  

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

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

 
- Enter the full address of the Vendor from the along with the PO Box.  
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- After all the details are indicated, click the Save and Return button to go back to the main screen.  

 
 

Step 10. Add the Vendor Contact Information.  

- Click on the Contact tab and click New.  

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

type.  

 
- Enter the Contact value. If phone or mobile number is the current type selected, then indicate 

the Phone Number. If Electronic Mail, then set the email address of the Vendor  

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

screen. 

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

 

 

 

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

right  

 

 

 

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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- Define the Attachment Title and Description  

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

on the scanned file required to be attached.  

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

screen. 



 

 

36 

FreeBalance Confidential 

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

 

Step 13. Click the Save button from the Vendor main screen, once done. The system will provide the 

saved Vendor ID Number. Click OK, and  take note of the ID provided for your reference.  
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Step 12. Navigate to the Transition field of the screen and select the For  Approval  depends on the 

Vendor Business type, select if Vendor is a Companies or Employee, then click the Transition 

button.  

 

 

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.  

 

3.1.1.3 How to change Vendor Bank Account  

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

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

 



 

 

39 

FreeBalance Confidential 

 

Step 3: A bank account screen will pop up.  Populate it with relevant bank account details and then save.  
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Step 4. Go to the attachment tab to add the bank details of the vendor  
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Step 5. Click the New button  

 

Step 6. Provide the details as necessary then click the Save and Return button.  
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Step 7. Click on the Update button.  
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Step 8. Click Ok on the message displayed.  

 

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

 

Step 11. The screen ɈChange Requestɉ will be opened. This is the screen where the changes made in the 

Vendor is created. Click on the Workflow History to see the users. With this, a follow up can be made to 

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

 

 

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

Payment Voucher  

 

 

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.  

 

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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Step 2. Add the application ID and Bank Swift Code. (For the Application ID, take the last four characters 

from the bank swift code)  

 

 

 

Step 3. Add the vendor and the Bank Name.  
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Step 4. Go to Address Tab and click on the Add button below to add the Bank Address.  

 

 

 

 

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

 

 

 

 

Step 6. Go to the Financial Institution Branch Tab and click on the add button below.  
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Step 6. Enter Bank code, Address Name and click update to save.  

 

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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Step 2. Select the Bank Institution that you want to add new branch under it and open.  

 

 

 

 

 

Step 3. Go to Financial 

Institution Branch Tab 

below and click on the add 

button.  

 

Step 4. Enter the Bank Branch Address details and click on the update button below.  
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Step 5. Go click on the save button below.  
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3.2 Processes relating to Requisition of Items 

 

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

Approver  ɀ Head of the Division/Directors  

Reviewer ɀ Line Ministry Senior Accountants /Accountants  

Preparer ɀ 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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Step 2. Click the New button and provide the mandatory ( * )details.  

 

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

screen.  

 

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

 

Step 6. Enter the details on the purchase.  

 

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

the items below.  

 

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

 

Step 9. Click the Find  button, this will display the list to select from.  
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Step 10. Click to select the Item. Once selected, the code of the selected is displayed in the field.  

 

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

 

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

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

 

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.  

o SUB HEAD: Select the Division that needs the PR.  
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o FUND AGENCY: Select 1101- GoK if this is is for recurrent budget, from series 2 codes if 

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

o PROJECT: Select 00000-Not Defined if this is is from recurrent budget. For Development 

Budget select the appropriate project code.  

o LOCATION:  Select from the list. For recurrent budget, the code will always be 91 

(National).  

o NAC: Select the appropriate NAC for the PR.  

o 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.  

 

Step 15. Click the Save and return button on the Purchase Requisition Items.  
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Step 16. To add the quotations gathered from three (3) suppliers, go to the Suggested Vendor tab, and 

click on the New  button.  

 

Step 17. Click on the Lookup button to go to the Vendor screen then click the Find  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 vendorɅs name with * at the beginning and end of the 

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

 

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

 

Step 21. To send the PR for endorsement, navigate to the Transition field and select the ɈFor 

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

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

 

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

 

Step 3: Click the lookup button of the items and ensure to tick the field Ɉϥs Assetɉ, then click on the 

find button for the displayed screen.  
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Step 4: A catalog item screen will display a list of items categorized as assets.  

 

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

 

Step 6: Check all information is correct and then click the Save and Return button.  
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Step 7: Complete the Suggested Vendors information  which is well detailed on page s 55 ɀ 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.  

 

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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Step 3. Click the Update button.  

  

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

 

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

attach.  

 

Step 3. Attachment: Click on the  button to select the file to attach.  
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Step 2. and click the Save and Return  button once done.  

 

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.  

 

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 button and click it. The message is displayed that 

the PR is copied. 
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Step 5. Click Ok on the message displayed.  

 

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.  

 

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

and printing if needed.  
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Step 3. Click the downloaded file. The file is ready for printing.  

 

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. 

2. The user will not be able to save the PR if the budget is less than the PR amount. 

3. The PRs available for viewing, edit and update by the users will be limited to the access by their 

ministry only.  

 

3.2.2 Approval process of Purchase Requisition  

3.2.2.1 How to endorse the PR.  

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  and navigate on the Internal messages. Click on the message on the 

Internal Message box.  

 

Step 2. The list of notifications available to the user is displayed here. Click the link ID of the PR to review.  
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Step 3. Click on Update Domain  button.  

 

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

 

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

PR. 

 

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

this example, the endorserɅs preferred vendor is Kiribati Office Equipment Services, thus, will enter Ɉ1ɉ. 

 

 

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

 

Step 10. After the review, go up to Transition field in the PR main screen, and select the ɈEndorseɉ from 

the dropdown list.  
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Step 11. Click the Transition button that is displayed.  

 

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

Finish button once done.  

 

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.  

 

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.  

 

Step 15. Click the Update button again to save the changes.  
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Step 16. Go to the Transition again and select the ɈEndorseɉ from the dropdown list.  

 

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

 

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, go to the Transition field and select the ɈReturn for Modification ɉ from 

the dropdown list. Enter the instructions and what needs to be edited in the step note and click the 

Finish button.  

 

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 

ɈCancelɉ instead of the ɈFor Endorsement ɉ from the dropdown list. 

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  and navigate on the internal messages. Click on the message on the 

Internal Message box.  

 

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

 

Step 2. Click on Update Domain button.  

 

Step 3. The system will open the screen for the PR for review. Review the details of the PR  
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Step 4. After checking the details, go up to Transition field in the PR main screen, and select the 

ɈApprove ɉ from the dropdown list.  

 

Step 5. Click the Transition button that is displayed.  

 

Step 10. Enter the note for the approval and click the Finish button.  
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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.  

 

3.2.3 How to cancel Purchase Requisition  

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.  
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Step 2. Click the Transition button.  

 

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

 

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

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 closed. PRs that have status ɈClosedɉ has assigned PO that is already approved and therefore 

cannot be closed unless the PO is also closed. Click to select the PR to cancel.  

 

Step 6. Find the PR to cancel and go to the field ɈStatus ɉ and select the ɈClosedɉ from the dropdown. 
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Step 7. Click OK on the displayed message.  

 

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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Step 9. Click Ok on the displayed message.  

 

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.  

 

 

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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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.  

 

Step 2. Click the New button and provide details for the following.  
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Step 3. Go to the Procurement Threshold filed. Click on the Lookup button to go to the 

Procurement Threshold screen.  

 

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

 

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

 

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

 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.  

 

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

field.  

 

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

to the PO.  
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Step 10. The PR screen is displayed. Click on the Lookup button on the Purchase Requisition.  

 

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

 

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.  

 

Step 13. The items of the PR attached are displayed in the screen.  
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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).  

 

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.  

 

Step 16. Click the Save button when complete.  A message is displayed that the PR is inserted.  
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Step 17. Navigate to the Transition field of the screen and select the ɈFor Review " from the dropdown 

list then click the Transition button.  

 

Step 18. Enter the remarks on the step note for the next reviewer. Click the Finish button. A 

message is displayed saying that the workflow transition is executed.  

 

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 -84.  
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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  and navigate on the internal messages. Click on the message on the 

Internal Message box.  

 

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

review.  

  

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

  

Step 5. After reviewing the details of the PO, go to the transition field and select the ɈReviewɉ from the 

dropdown list.  
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Step 6. Click the Transition button.  

  

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

 

Step 8. Click ok on the message ɈThe workflow transition is executedɉ displayed. At this stage the status 

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  and navigate on the internal messages. Click on the message on the 

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

approve.  

   

Step 3. Click on Update Domain   button.  

   

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 the PO, go to the transition field and select the ɈApprove ɉ from the 

dropdown list.  
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Select the ɈReturn for Modification ɉ when there are details that needs to be updated by the user who 

prepared the PO. And select the ɈCancelɉ when the PO is no longer valid and will not be continued. 

   

Step 6. Click the Transition button.  

   

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

   

Step 8. Click ok on the message ɈThe workflow transition is executedɉ displayed. At this stage the status 

of the PO is updated to Approved. The Commitment is also created.  
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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)   button. The form will be downloaded ready for 

viewing and printing if needed.  
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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.  

 

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.  

 

Step 2. Go to the field ɈStatusɉ and select the ɈClosedɉ from the dropdown list. 

 

Step 3. Go to the bottom of the page and click the Update button.  
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Step 4. This will ask for confirmation of closing the PO. Click Ok on the displayed message.  

 

Step 5. Click OK again on the displayed message.  

 

 

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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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.  

  

Step 2. Click the New button.  
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Step 3. Click the Lookup button on the Purchase Order field.  

 

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

 

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

 

 

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

 

Step 7. Click on the new button under the details tab.  
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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.  

 

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

displayed.  
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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.  

 

Step 11. This automatically populates the fields Unit Cost AUD, Unit of Measure and Quantity 

Received/Returned. Update the quantity to receive if applicable.  

 

 Step 12. Enter the remarks for the item received and then click the save and return button.  
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 Step 13. Click the Save button. A message is displayed that the transaction is created. 

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

 

Step 15. Navigate to the Transition field of the screen and select the ɈFor Inspection " from the 

dropdown list then click the Transition button.  

  

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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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 that the Ɉϥs Field Assetɉ is ticked.  The approval of the GSRN will 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.   

 

 

 

 

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

inspect.  

 

Step 3. Click on Update Domain button.  

    

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 the GSRN, go to the transition field and select the ɈInspect ɉ from 

the dropdown list.  
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Select the ɈReturn for Modification ɉ when there are details that needs to be updated by the user who 

prepared the GSRN   

Step 6 Click the Transition button.  

    

Step 7. Enter the note and click the Finish button.  
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Step 8. Click ok on the message ɈThe workflow transition is executedɉ displayed. At this stage the status 

of the GSRN is updated to Inspected. A Payment Voucher can now be prepared for the PO related to the 

GSRN. 

 

 

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)  button. The form will be downloaded ready for 

viewing and printing if needed.  

  

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

 

Step 2. Select the ɈReturnɉ in the Note Type. 
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Step 3. Click the Lookup button on the G/S Receive Note Reference.  

 

Step 4. Click the Find button on the GSRN Screen to select the GSRN to Cancel.  
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Step 5. Click to select the GSRN to cancel.  

 

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

 

Step 7. Add the description then click the New button.  
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Step 8. The details of the item of the GSRN is displayed.  

 

Step 9. Select the reason for cancellation from the dropdown list.  
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Step 10. Click the Save button when completed.  

 

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

 

Step 12. Refer to section 3.3.2 to process the approval of the Return transaction.  
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4 Commitment Management  
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.  

 

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

functionality of IFMIS.  

1. Housing Allowances  

2. Reimbursements of Employees  

3. Travel Allowances before the Travel Request is made.  

4. Utilities expenses (Water, Electricity)  

5. Internet and Telephone Expenses.  

6. Transport services.  

7. Recruitment Cost.  

8. Payment for International Contributions  

9. Freight Payments  

10. Fuel 

11. Sitting Allowance  

 

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 3.1.1 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.  

  

Step 2. Click the New button.  

  

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

 

Step 4. Click the Find  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.  

 

 

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

field.  
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Step 6. Enter the Description of the Commitment Request  

 

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

 

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.  

  

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

ǒ 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.  

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

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

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

Travel Allowance, etc.  

ǒ COFOG: Select the applicable COFOG from the list.  

Click the Save and Return when the accounts are selected.  
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Step 9. Enter the amount and description of the request.  

  

Step 10. Click the Save and Return button once done.  
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Step 11. When all items are added, click the Save button  

  

Step 12. Click Ok on the message displayed that the transaction is inserted. Go to the Transition field of 

the screen and select the ɈFor Endorsement " from the dropdown list  
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Step 13. Click the Transition button.  

  

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

the submission.  

  

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  

 

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

and printing if needed.  

 

Step 3. Click the downloaded file. The file is ready for printing.  
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4.3 How to process approval of Commitment requests.  

4.3.1 How to review Commitments.  

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

Internal Message box. 

 

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

Commitment to review.  
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Step 2. Click on Update Domain button.  

  

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 Commitment, go to the transition field and select the ɈEndorseɉ 

from the dropdown list.  

  

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

 

Step 11. Click ok on the message ɈThe workflow transition is executedɉ displayed. At this stage the status 

of the Commitment is updated to Reviewed. And the Commitment is no longer editable.  

 

 

4.3.2 How to approve Commitments.  

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

Internal Message box. 

 

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

Commitment to approve.  
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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 the PO, go to the transition field and select the ɈApprove ɉ from the 

dropdown list.  

 

Select the ɈReturn for Modification ɉ when there are details that needs to be updated by the user who 

prepared the Commitment. And select the ɈCancelɉ when the PO is no longer valid and will not be 

continued.  

 

Step 5. Click the Transition button.  


























































































































































































































































































































































































































