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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) for  creating greater fiscal transparency and
improved accounting/financial reporting.

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

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

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

1 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 for the
outer islands.

1 Steps on how to generate reports for use  specifically for the outer islands.

1 List of processes done while the other outer islands are not yet using IFMIS.

1.3 Intended Audience and Reading Suggestions

This report is intended for consumption by

91 theisland treasurers and island clerks

1 the Line Ministries processing the Department Warrant and the Commitments

1 the Examination Team of the Treasury MFED recording the Journal Vouchers for the other outer
islands.

1 The Treasury MFED overseeing the Outer Islands IFMIS Go Live.

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, Fire Fox, Safari):

https://ifmis _ -kiribati.freebalance.com/prod/faces/login.xhtml
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The Username and the Password shall be provided to each of the users.

Logging in for the first time:

Login

Username:
®
=Y

Password:

[«

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

= New Password @

= Confirmation password

DO NOT SHARE YOUR PASSWORD WITH ANYONE.

At times when users need to change their own password , the screento doitisin Menu > Admin >

System Security > Users > Change Password . It will bring the same change password screen.
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Change Password Republic of Kiribati

FreeBal Application Suit
reeBalance Application Suite

i > Admin > System Security > Users >

= Old password

= New Password

= Confirmation password

The landing page is now available for the users.

Bﬁ Republic of Kiribati
F lance FreeBalance Application Suite

K@ O

 ANGHN )

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.

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

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

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

Fullscreen : When clicked, it will make the IFMIS screen into full screen. To go back, click
the escape key.
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History : When clicked, it will display the list of screens last navigated and opened by the
User

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

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

Internal Messages
WimEEd (T 1 Internal Messages: When the box for the internal messages is clicked,

Messages.

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
B] reports generated. When the message is opened, alinki s provided with the
transaction number to drill down the details.
Session Details 1 Dashboard: When the box is clicked, this will display the dashboard with
User: fb_bduerme. the transaction type (PR, PO, PV, etc.) pending review or approval for the
' sontouts User.
? Englich. 1 Session Details : Displays the user ID and the login session details of the
et User.

1 Logout : Button to logout from IFMIS

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

All processes for the Line Ministries are listed in this document namely.
Processing of Remittance B etween Chests
1 Processing of Bank Transfer Voucher from Treasury Examination Team
1 Outer Island receiving of the RBC and recording it as Revenue Voucher
1 Outer Island entering a Payment Voucher for mutilated RBC bills.

1 Outer Island prepares request for Payment to return bills that are not stored in the RBC.
Processing of Department Warrant related transactions

1 Receiving of Department Warrants from Ministry Headquarters.
1 Recording of Commitments by the Ministry Headquarters.
1 Enrollment of Vendors that are not yet existing in IFMIS including updating of Vendor Bank
Accounts.
1 Updating the Vendor of the Commitment when needed
1 Preparation and authorization of Payment Vouchers from Commitments.
Processing of Social Benefit Payments

1 Receiving of Department Warrants from  Ministry of Women, Youth, Sports and Social Affairs
(MWYSSA)
1 Recording of Commitments by MWYSSA
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1 Recording of Payment Voucher for Social Benefit by Island Treasurer.
Processing or Freight Refunds

1 Recording of Commitment for Freight Refunds by Island Treasurers

1 Recording of Payment Vouchers for Freight Refunds by Island Treasurers
Processing Copra related transactions

1 Recording of Commitment for Copra Subsidy by Island Treasurers

1 Recording of Payment Vouchers for Copra Subsidy by Island Treasurers
Processing of POSMO related transactions

1 Recording payments for POSMO by Island Treasurers

1 Recording Collections for POSMO by Island Treasurers
Processing of EFT POS

1 Recording payments for EFT POS by Island Treasurers

1 Recording Collections for EFT POS by Island Treasurers
Processing of SB 25related transactions

1 Recording payments for SB 25 by Island Treasurers

1 Recording Collections for SB 25 by Island Treasurers
Processing TELMO Salary

1 Prepare Payment Voucher for TELMO Pay Agent Payment Listing

1 Recording of Unclaimed TELMo Salary Payments
Monthly Reporting

1 Extended Account Inquiry
1 Detail General Ledger Report
1 Account Analysis Report

The following are the islands codes used in IFMIS.

Code MName

1 Gilbert Islands (Tarawa) (2 Gilbert Islands
11 Betio 21 Abaiang
12 Bairiki 22  Abemama
13 Ambo 23  Aranuka
14 Bikenibeu 24  Arorae
15 Bonriki 25 Banaba
16 Nawerewere 26 Beru
17  MNanikaai 27 Butaritari
18 Tanaea 28 Kuria
5 Line and Phoenix Islands 29 Maiana
51 Kanton 30 Makin
52 Kiritimati Island 31 Marakei
53 Tabuaeran (Fanning) 32 MNikunau
54 Teraina (Washington) 33 Nonouti
55 Orona 34 Onotoa
35 Tab North
36 Tab South
37 Tamana
38 MNorth Tarawa

3.1 Processes related to Remittance Between Chest (RBC)

Remittance Between Chest (RBC) processes has two parts - (1) Process for RBC (Outward from
Treasury) and (2) Process for RBC (Inward to Treasury ).

10
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RBC (Outward from Treasury) is initiated from the Treasury from the Freight Section. The process
create s Vouchers to record the transfer of funds to the Outer Island RBC. This process is part of the
Procedures Manual for Treasury and not part of this document. However, the process diagram and
process description are given in the ensuing paragraphs for reference.

The process flow diagram is provided below:

Treasury Outer Island Council

Island Asst. Accountant/
Accounts Officer

Island Council Clerk

Freight Section Exam Section Treasury Approvers

Authorise Payment
Voucher

Prepare Payment
Voucher

Approve Payment
Voucher

Print Cheque

Receive Cash

Encash Cheque

Prepare Revenue Authorize Revenue
Voucher Voucher

Send Cash to
Outer Island

Review Revenue
Voucher

Approve Revenue
Voucher

The process description for RBC (Outward from Treasury) is as follows:

1. Freight Section, Treasury prepares Payment Voucher (PV)

2. Treasury Approvers authorize PV

3. Treasury Approvers approve PV

4. Freight Section, Treasury print s Cheque

5. Freight Section, Treasury encashes Cheque

6. Freight Section, Treasury sends Cash to Outer Island

7. Island Asst. Accountant/ Accounts Officer receives Cash

8. Island Asst. Accountant/ Accounts Officer prepare Revenue Voucher (RV)
9. Island Council Clerk authorize RV

10. Exam Section, Treasury reviews RV
11. Treasury Approvers approve RV

RBC (Inward to Treasury) is initiated from the Island Councils . The process creates Payment Vouchers
to record RBC Mute (mutilated currency notes) and RBC Return (excess physical cash) from the Outer
Island RBC.

The process flow diagram is provided below:

11
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Treasury Outer Island Council

Island Asst. Accountant/

Revenue Section Exam Section Treasury Approvers Island Council Clerk

Accounts Officer

Prepare Payment
Voucher for RBC
Mute*

Authorize Payment
Voucher

Prepare Payment
Voucher for RBC
Return #

Approve Payment

Voucher

Send Cash to
Treasury

Receives Mute
Bills OR Returned
RBC

Prepare Revenue
Voucher for Mute
Bills OR RBC
Return

Review Revenue iz Approve Revenue
Voucher than AUD Voucher
500,000

Approve Revenue
Voucher

Deposit Cash in Accepted End
Bank

Prepare Journal
Voucher

* RBC Mute- mutilated currency
notes
# RBC Return- excess physical cash

Approve Journal

Review Journal Voucher
Voucher

The process description for RBC (nward to Treasury) is as follows:

1. Island Asst. Accountant/ Accounts Officer prepare s PVfor RBC Mute or RBC Return
Island Council Clerk authorize s PV

Exam Section, Treasury Approve PV

Island Asst. Accountant/ Accounts Officer sends Cash to Treasury

Exam Section, Treasury receives Mute Bills or Returned RBC

Revenue Section, Treasury prepare s RVfor Mute Bills or Returned RBC

Revenue Section, Treasury reviews the RV

If

© N OAWDN

a. the RV amountis more than AUD 500,000, Treasury Approvers approve the RV

b. the RV amount is less than AUD 500,000, Revenue Section, Treasury approve the RV
9. Revenue Section, Treasury deposits the Cash in Bank
10. If

12
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a. Bank accepts the deposit, process ends
b. Bank does not accept the deposit,
i. Exam Section, Treasury prepare Journal Voucher (JV)
ii. Exam Section, Treasury reviews M
iii. Treasury Approvers approve NV

The entries for PV, RV and JV are given in Section 3.1.2 .

3.1.1 How to record the receipt of RBC

The RBC Transaction using Payment Voucher from Treasury will create a Journal Voucher as follows
Debit: 1702/1101/00000/island code/621221/000 z Cash in Transit (Domestic)
Credit: 1702/1101/00000/island code/621231/000 z No. 1 Bank Account

When the Revenue Voucher is entered for the receipt of the RBC Cash, the Journal Voucher generated
for this is as follows:

Debit: 1702/1101/00000/island code/621212/000 z State Fund
Credit: 1702/1101/00000/island code/621221/000 z Cash in Transit Domestic

Receiving of this document and recording it in IFMIS is a task to perform by the Outer Island Assistant
Accountants & Account officers.

To record the receipt of the Cash for the RBC, follow these steps.
Step 1. Navigate the Menu.

S
FreeBalance

Step 2. Select the Revenue Management.

13
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Admin

Budgeting & Appropriations

General Ledger

Expenditures

Revenue Management

Step 3. Click on the Revenue Voucher.

& Revenue Management

T Reports

Step 4. Click the New button.

Revenue Voucher

[ Search Mode ]

Voucher Number

Step 5. Click the Lookup button on the Institution  and select the correct institution. I.e institution for
North Tarawa is 17NT .

14
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Revenue Voucher

Voucher Number

= Fiscal Year FY 2024

= Fiscal Period AUGUST

= \Joucher Date 14/9/2024

= Aging Date 14/9/2024

= Institution 1702

= Collection Classification

Step 6. Click the Find Button on the displayed screen.

Institution

o jalsj x]o

[ Search Mode ]

Code

Workflow Status

Step 7. Click to select the Institution.

15
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Institution

N kW =N ES N

Code Name

17NT North Tarawa

Step8.Sel ec Receipt&F RBC Cashi from t he dropdown | i st

Revenue Voucher

KN kW =l Il

= Aging Date 14/9/2024

= Institution 17NT

= Collection Classification

= Revenue Invoice Type \ ‘
Collections From POSMO

= Invoice Workflow Status { Collections from EFT POS ]
Collections from SB25

= Posting Status
Quter Islands-Collections

Not Posted Reason Receipt of RBC Cash hv

Step 9. Enter the name of the Treasury Employee name received from.

Revenue Voucher
0 ] Q | | §

Manual
Collection from (Name of Individual) ._
RBC OFFICER NAME

Vendor “

16
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Step 10. Select to complete the followings and then click on the Look up button on the Bank Account.

Revenue Voucher

KN N B IR

[ Insert Mode ]

Journal Voucher

* Sales Payment Type

] Cash v *
= Paid Status Yes

: * Receipt Method Cash v <
* Receiving Location Outer Islands v <

* Collection Mode by Fund Type

¥ 3

Recurrent Budget - Paymen v

* Bank Account

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

Treasury Bank Account

ojajls

[ Search Mode ]

Application ID

Ianath Mf Chooua TN WA laadina 7aroc

Step 12. Click to select the State Fund.

Treasury Bank Account

N =N ER EN

[ Selection Mode ]

Application Abbreviation
ID

621212-38 State Fund North Tarawa

17
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Step 13. Enter the narration of the transaction and then click the new button.

= Narration

Name of RBC Officer, PV#, Delivery Date, & Island Name

* RV Payment Details Attachments
@ﬂ

Select Correlative Quantity Coding Block Unit Price AUD Price AUD Price FC Description

Step 14. Enter the Description, the amount received and then click the Elements View to add the
accounts.

Revenue Voucher

Revenue Voucher Item

I = Correlative ID

= Description Name of RBC Officer, PV# & Delivery Date,
Island Name ‘

Unit Of Measure

Each -

* Unit Price AUD 500,000.00  ffip—

Unit Price FC

= Coding Block

Cuh | adnar Tuna

Step 15. Complete the details below.

18
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Revenue Voucher

Revenue Voucher Item

Coding Block

SUB_HEAD 1702 - MFED- Treasury -
FUNDING

AGENCY 1101 - Cons. Fund- GoK r
PROJECTS 00000 - Not Defined * Prev 1-500

NATURAL . . .

ACCOUNT 621221 - Cash-in Transit (Domestic) v
CODE

Loroe 000 - Not Defined -

Step 16. The selected codes are now saved. Click the Save and Return button.

Revenue Voucher
Revenue Voucher Item
= Unit Price AUD 500,000.00

Unit Price FC

= Coding Block

1/000 Q a

Sub Ledger Type

= Quantity 1.000

= Price AUD e e

Attachments
KR g

Select Information Download

s

Step 17. Click on the RV Payment Detalil tab.

19
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Revenue Voucher
O | Q |

Creation Date

Project Disbursement |:|

- Narration Name of RBC Officer, PV# & Delivery Date, Island Name

* RV Payment Details Attachments
LD

Select Correlative Quantity Coding Block Unit Price AUD Price AUD Description
D

1.000 1702/1101/00000/30/621221/000 500,000.00 500,000.00 RBC

o JNEH

Step 18. Click the New button.

Revenue Voucher

Created By rtebua

Creation Date

Project Disbursement ]

~ Narration Name of RBC Officer, PV# & Delivery Date, Island

Name

* RV Items * RV Payment Details Attachments

tive Payment Due
Date

Step 19. Complete the details below and then click the Save and Return.

20
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Revenue Voucher

Revenue Invoice Payment Detail

= Correlative ID

= Payment Due Date 14/9/2024 ‘

= Payment Amount AUD

Payment Amount FC

Reference Number PV#

Cheque/Collection Date

Step 20. Click the Attachments , Click the New Button, update the necessary details then Click the Save
and Return Button.

Revenue Voucher

Insert Mode ]

Bank Deposit Date

Created By mkaiafa

Creation Date

* Narration Name of RBC Officer, PV# & Delivery Date, Island Name

* RV Items * RV Payment Details Attachments <
@“

Select Information Download

Fhb

21
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Information

Application ID

Attachment Classification

Application Language

* Title

* Description

* Attachment

Outer Island Trs Document: v

F—
FreeBalance

Scan PV copy & signed Delivery form —

Scan PV copy & signed Delivery form

Choose File dfile chosen

Revenue Voucher

Information

* Title

* Description

= Attachment

Date Time

Date

User

Application Language

Scan PV copy & signed Delivery form

Scan PV copy & signed Delivery form

Choose File | No file chosen

30/9/2025
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Step 21. Once all is complete, click the Save button.

Revenue Voucher
(o ] A |

Creation Date

Project Disbursement O

= Narration

Name of RBC Officer, PV# & Delivery Date, Island Name

* RV Items * BV Payment Details Attachments

EN KN =N 5B

Select Correlative  Payment Due
Date

n 14/9/2024 Edit

Step 22. Click Ok on the displayed message. The number displayed is the generated number for the
Revenue Voucher.

ifmis-kiribati.freebalance.com says

Code RV-24-17-4993 inserted

23
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Step23.Go to the field Tr ahRoAuthoripationajn df semetch e tlhies t3.

Revenue Voucher

KN N =8 K°E iGE N B

* Aging Date 14/9/2024

= Institution 17MK

= Collection Classification

Receipt of RBC Cash v
* Revenue Invoice Type Cash
* Invoice Workflow Status .

Prepared
Workflow Process Status .

Prepared
Transition

w

Cancel

= Origin L For Authorization h

Step 24. Click the Transition button.

24
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Revenue Voucher

ojajsjoejogyey o

[ Update/Delete Mode ]

= Aging Date e

= Institution s

= Collection Classification Receipt of RBC Cash .

= Revenue Invoice Type

= Invoice Workflow Status

Workflow Process Status

Transition For Authorization A

= Posting Status

Step 25. Click the Finish button to complete the transition.

Revenue Voucher

Transition

Application Language
PP guag English v

Step Note
A~

Any Unsaved work will be lost, Please use previous screei

=

Step 26. Click Ok on the pop-up message.

25
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Revenue Voucher ifmis-kiribati.freebalance.com says

Workflow Transition Executed

Step 27. The status of the RV is now updated. To check the assigned user who will authorize the RV, click
on the Workflow History button.

= Aging Date [

14/9/2024 k

Revenue Voucher

[ update/Delete Mode ]

= Aging Date

14/9/2024

+ Institution B
= Collection Classification . e

Receipt of RBC Cash
= Revenue Invoice Type P

Ldsll
[Invoce Workflow Status - .

Approval Requeste

Workflow Process Status For Review ‘——

3.1.2: How to approve RV Receipt.

Step 1: To approve the RV Receipt, the Island Clerk is to check his/her internal message/dashboard

1 Admin

~] Budgeting & Appropriations

Internal Messages

[ General Ledger
You have 1 New Messages.
) Expenditures

] Treasury Management
DETLLGET

[ Ppurchasing

) Revenue Management

] Assets & Inventories Commons.

Session Details

[ Assers

User: ateukera.
Last login:
8/12/20:
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Step 2: Search for the

Ministry;j

v @ FreeBalance X @ IFMIS User Procedures Manual - X | @ IFMIS User Procedures Manual X | +

€ c

my faces/fbF

User Dashboard

Voucher Date

Aging Date
= Institution

- Collection Classification State Fund REC Receipt .

Revenue Invoice Type
s Cash ~

Invoice Workflow Status

Workflow Process Status

Transition .

" hthorize by tine Ministry »

Return for Modification

Posting Status
Origin

Customer

L a ] &

0000001

Collection from (Name of Individual)

Step 3: Click transition button.

Voucher Date

Aging Date

= Institution

= Collection Classification

State Fund RBC Receipt -
Revenue Invoice Type Cash -
Invoice Workflow Status
Workflow Process Status
Transition Authorize by Line Ministry | =

Posting Status

RV #

and

Step 4: A transition tab will pop up, click to complete the transition.

User Dashboard

Workflow Process Transition

Revenue Voucher

Tran:

icati
Application Language | ¢ L .

Step Note
4

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

(Review and Approval will be the Examination Unit (Treasury).)
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3.1.2 How to record RBC Mute/ or RBC Return

RBC Mute are bills that are mutilated and can no longer be used. These bills are collected by the Outer
Island Council and returned to the Treasury. They are sent back along with the State Fund Return
through the post office at the end of the month . These bills are taken back to Tarawa and is recorded by
the Revenue Team as collection. It will be part of the deposit to the Bank Accounts in ANZ. The
transaction for this process is for Outer Island to create a Payment Voucher

Debit: 1702/1101/00000/island code/ 621221/000 z Cash in Transit (Domestic)
Credit: 1702/1101/00000/island code/621212/000 z State Fund
And the deposit will be done by Revenue Team of MFED recording
Debit: 1702/1101/00000/island code/621231/000 z No 1. Bank Account
Credit: 1702/1101/00000/island code/621221/000 z Cash in Transit (Domestic)

When the Bank rejects the deposited RBC Mute, then the  Examination Team  will record a Journal
Voucher recognising the expense

Debit: 1702/1101/00000/island code/282112/000 z Bank Charges
Credit: 1702/1101/00000/island code/621231/000 z No 1. Bank Account

Debit: 1702/1101/00000/island code/ 621273/ 000 - Salary Advances (Subledger z Island
TreasurerAs employee code)

Credit: 1702/1101/00000/island code /621231/ 000 - No.1 Bank Account

RBCReturns are bills that cannot be stored in the Remittance  Between Chest due to insufficient space.
The bills are not stored outside of the Box, so the Outer Island Treasurer returns it to the Examination
Team. Returning the bills will be recorded as a Payment Voucher.

Debit: 1702/1101/00000/island code/ 621221/000 z Cash in Transit (Domestic)
Credit: 1702/1101/00000/island code/621212/000 z State Fund
And the deposit will be done by Revenue Team of MFED recording
Debit: 1702/1101/00000/island code/621231/000 z No 1. Bank Account
Credit: 1702/1101/00000/island code/621221/000 z Cash in Transit (Domestic)

The following are steps in recording the Payment Voucher for the RBC Mute or RBC Returns.

Step 1. Navigate the Menu > Expenditures > Payment Voucher. The Payment Voucher is displayed by
defaOult at Search Mode.

" Expanditlres

Payment Voucher Work Flow Tracking

) Reports

Step 2. Click the New nbutton.
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Payment Voucher

[ Search Mode ]

! Voucher Number

Step 3. Select the applicable classification from the dropdown list.

Payment Voucher

KN kW =B 'R

[ Insert Mode ]

FY 2024

*= Fiscal Period SEPTEMBER

= Voucher Date

= Payment Voucher Classification

= Accounting Office
State Fund DW

= Payment Voucher Status | State Fund EFTPOS Withdrawal
State Fund Freight Refund

= Posting Status
State Fund POSMO

Not Posted Reason State Fund RBC Mute ‘
| State Fund RBC Returns

= Origin | State Fund SB25 Withdrawal

State Fund Telmo Salary

= Currency

ALITY -

Step 4. Enter the Institution code in the Accounting Office.
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Payment Voucher

o jajej]s

[ Insert Mode ]

FY 2024 o
= Fiscal Period SEPTEMBER
= Voucher Date 23/9/2024
= Payment Voucher Classification State Fund RBC Mute -

2ayment Voucher

is Prepaid

* Paid Status

Yes
* VVendor
Name ¢

Accountant General

* Bank Account .

Not required z pay cash o
Invoice/Claim Number August RBC Mute 2025 4+
Invoice/Claim Date 30/9/2025
* Invoice Receipt Date 30/9/2025
* Payment Location

Quter Islands v | ¢—™

Step 5. Validate of the following default data.
30

FreeBalance Confidential



SR
FreeBalance

Payment Voucher
L Q

Invoice/Claim Number

Invoice/Claim Date

= Invoice Receipt Date 23/9/2024

* Payment Mode by Fund Type

~ Payment Location Outer Islands v  dp—
w

Recurrent Budget - Payments

= Treasury Bank Account

621212-30

Offset Code 631811

Immediate - .

Payment Term

Step 6. Enter the Narration and click the New button. Enter the Narration based on the Classification. If it
is for Mute or for Returns.

=
Ij NOTE: Please use the standard narration

RBC Mute, Month & Island Name

Narration h
RBC Mute for August Makin 4

* payment Voucher Line [tems * Payment Voucher Payment Details Attachments
a - 4
ﬂ

Select Serial Commitment Coding Block Description Amount AUD Tax Amount Net Amount
Number Item AUD AUD
Step 7. Enter the amount and click on the coding block
31
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Payment Voucher

= Serial Number

= Amount AUD 90.00
Tax Amount AUD

= Net Amount AUD

Unit Of Measure

Sub Ledger Type

= Coding Block
K 1702/1101/00000/-/921221/

000

Is Advance Recovery [ ]

Step 8. Add the Location Code for the RBC Mute detail then click the Save and Return.

Payment Voucher

Payment Voucher Line Item

I Coding Block

SUB_HEAD

1702 - MFED- Treasury v

FUNDING
ey 1101 - Cons. Fund- GoK v

YOIECTS
PROJECTS 00000 - Not Defined M
LOCATION 30 - Makin v
NATURAL [ [ i
ACCOUNT patazt - Castin fransit (bomestic -
CODE
COFOG 000 - Not Defined v

Step 9. Click the Save and Return on the PV Line Item.
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Step 10. Go to the Tab Payment Details.

Approved Date

Narration

RBC Mute for August Makin

* payment Voucher Line Items * Payment Voucher Payment Details Attachments
a - »
LT | &

Select  Serial Commitment Coding Block Description Amount AUD Tax Amount Net Amount
Number Item AUD AUD
1702/1101/00000/30/621221/000 RBC Mute 90.00 0.00 90.00

Step 11. Click on the Item Number

* Payment Voucher Line Items * payment Voucher Payment Details Attachments
“

e

Select Serial Payment Payment Method Payment Reference Payment Amount Payment Amount Paid
Number Due Date Number AUD FC
1 23/9/2024 Cash 90.00 0.00 0

™

Step 12. Update the details necessary then click the Save and Return button.

Ao
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Payment Voucher

Expense Voucher Payment Detail

Is Extracted Payment (]

* Payment Method Cash .  —
Payment Reference Number Series

Payment Reference Number RBC Mute $370 +——
Payment Date 30/9/2025 -«

Payment Status

Payment Delivery Date

Step 13. Go to the Tab Attachments , Click on the New Button and update the necessary details, then
Click the Save and Return Button.

Payment Voucher

m FTGGB&EHE“CC A{-’g@:‘

[ Insert Mode ]

prsEhER RBC Mute for Sept 2025 Makin
.
* Payment Voucher Line Items * payment Voucher Payment Details Additional Information
& K=
Select Information Download
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Information

Outer Island Trs Document: | 4+

Application Language

English v

* Tide RBC Mute Summary —
y

* Description RBC Mute Summary -—
y

= Attachment o file chosen

Date Time

Date

User

Step 14. Click the Save button. A message is displayed with the PV Number.

ifmis-kiribati.freebalance.com says

Code PV-25-17-3171 inserted
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Step 15. Navigate to the Transiti on Requestfdr Aghorizatione "ranr een an
the dropdown list then.

= Payment Voucher Status ot

Workflow Process Status o

Transition L, —
Posting Status cancel
Step 16. Click the Transition Ebutton.
= Payment Voucher Status reated
Workflow Process Status o

Transition Request for Authorzation - @

Posting Status _

Step 17. Enter the remarks on the step note for the next approver. Click the Finish button. A
message is displayed saying that the workflow transition is executed.

Application Language English .

Step Note
4

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

@

How to approve PV
Step 1: Open dashboard and go to payment voucher
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ifmis-kiribati freebalance.com/trn/faces/fbFramesetTemplate xhtml

User Dashboard

User Dashboard

Transaction Type

Payment Voucher

You have 4 New Messages.

Dashhoard

Internal Messages

Pending Tasks

Step 2: Open the correct PV from the payment voucher dashboard

User Dashboard

! Payment Voucher Workflow Execution

Stage -
Application 1D Total Amount AUD
"
(] Update f\ﬁillralmn 10 Total Amount AUD From Stage
a 4 l PV-25-17-6521 ' 310.00 For Authorization
Update Cancel
Step 3 Vali date and then select t
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= a X
* @ :
a
Kiribati Training Instance &
FreeBalance Application Suite e
Yot

FreeBalance Application Suite

Task Deadline Date

151212025

h e

Deadiine Reached Tasks

0

Kiribati Training Instance

To Stage

JAut horize by
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User Dashboard

[ Update/Delete Mode ]

Voucher Number PV-25-17-6521

Fiscal Year FY 2025

Fiscal Period NOVEMBER A
Voucher Date 10/12/2025

+ Payment Voucher Classification State Fund RBC Mute .

Ac ti Offi

Payment Voucher Status

or Authorization

Workflow Process Status Authorize by Line Ministry

Return for Modification

Transition
-

Step 4: Transition to complete.

User Dashboard

[ Update/Delete Mode ]

Voucher Number

Fiscal Year

PV-25-17-6521

FY 2025
Fiscal Period NOVEMBER -
Voucher Date 10/12/2025
= Payment Voucher Classification State Fund REC Mute -

A ti Offi

Payment Voucher Status For Authorization

Workfl P Stat
oridiow process Status For Authorization

Transition Authorize by Line Ministry - E
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~v @ FreeBalance X o+

<« ¢} %5  ifmis-kiribati.freebalance.com/trn/faces/foFramesetTemplate.xhtml

User Dashboard

Application Language English -

Step Note

3

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

e FreeBalance X

C 25 ifmis-kiribati.freebalance.com/trn/faces/fbFramesetTemplate.xhtml

ifmis-kiribati.freebalance.com says

Workflow Transition Executed

(Once completed from the Island Clerk, it will go to Examination Unit for Final review/approval/reject)

3.2 Processes related to Department Warrant s

Department Warrant (DW) are for the expenses of the Line Ministries that are to be paid to the Outer
Islands. The DW is prepared in the Line Ministry Headquarters as an authority given to the Island Council
to pay expenses on their behalf. The types of DW are:

1. Line Ministry employees travel expenses to outer islands i.e. outer island accommodation, car
rent, Motorbike Rent, boat rental, catering, fuel, sitting allowance, etc.

2. Outerisland land lease.

Expenses authorized by MWYSSA e.g.: Commitment for Overtime for Council Employee

4. Salaries for Outer Island workers (Authorized by Ministry) i.e. casual labours, preschool teachers
in outer islands.

5. Allowances for government employees stationed in outer island (island council employees not
on payroll) i.e. magistrate allowance (sitting allowance, transport), charge allowance

6. Other operational budget (Fisheries Assistant (FA), Police, etc.)

w

The process flow diagram is provided below:
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Outer Island Council

Line Ministry Treasury

Island Asst. Accountant/ .
LM Accounts LM Approver Treasury Approvers Accounts Officer Island Council Clerk

Check
Commitment
and DW

Prepare
Departmental
Warrant

Authorize Approve Departmental
Departmental Warrant Warrant

Vendor
name to be
changed?

Prepare
Commitment
(confirm vendor
name from Island
Council,

Departmental
Warrant (DW)

Endorse Commitment Approve Commitment

Commitment Travelling
Officer

Cancel Old
Commitment &
Prepare Fresh

Commitment

Prepare Payment
Voucher linking
the Commitment

Authorize Payment
Voucher

Approve Payment
Voucher

RV Preparing Process

The process description for Department Warrants is as follows:
1. Line Ministry Headquarters Accounts prepar e Department Warrant (DW)

2. Line Ministry Headquarters Approver authorize DW

3. Treasury Approvers approve DW

4. DW generated in IFMIS

5. Line Ministry Headquarters Accounts confirm s vendor name from Island Council

6. Register a new Vendor if the vendor of the Commitment is not in IFMIS (refer to vendor creation
process)

7. Based on confirmed vendor name Line Ministry Headquarters Accounts prepare Commitment

8. Line Ministry Headquarters SA endorse commitment

9. Line Ministry Headquarters Approver approve commitment

10. Commitment generated in IFMIS linking the DW

11. The respective Line Ministries print the DW and Commitment and send  them with the Travelling
Officer (optional)

12. Island Asst. Accountant/ Accounts Officer views DW and Commitment in IFMIS

13. If the Vendor is incorrect,
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a. Island Asst. Accountant/ Accounts Officer inform Line Ministry Headquarters to reissue a
new commitment with correct vendor
b. Line Ministry Headquarters Accounts cancels the old Commitment and issues new
Commitment (follow step 5 to 10 above)
14. If the Vendor is correct, Island Asst. Accountant/ Accounts Officer prepare s the Payment Voucher
(PV)in IFMIS
15. Island Council Clerk authorize the PV in IFMIS
16. Treasury Approvers approves the PV
17. If the PV is unclaimed ( Unclaimed DW ), follow RV Process with respective island code (the steps
are provided in Section3.6.1 How to record Revenue Voucher

Please note the following for Social Benefits payments : All the process is same as above excep t

1. Island Asst. Accountant/ Accounts Officer records Unclaimed Benefits in IFMIS within 3 working
days from the date of the Social Benefits Payout. (Refer to Section3.6.1 How to record Revenue
Voucher). Island Asst. Accountant/ Accounts Officer to attach the Unclaimed Benefit list with the
RV.The scanning of documents MUST be done in the lowest available resolution in the
scanner and then further compressed using PDF compressor.

3.2.1 How to print the Department Warrants from Ministry Headquarters

If the DW is received from the line Ministry via email or handed over by the Travelling Officer, then, the
island council staff can skip this process. If the instruction is to check the DW in IFMIS and a DW Number
is given, then follow these steps.

To print it, follow these instructions.

Step 1. Navigate the Menu > Budgeting and Appropriation > Reports > IFMIS Warrant Documents.

/.\ Budgeting & Appropriations > Reports » IFMIS Warrant Documents

Step 2. The filter screen is displayed below.

Department Warrant Republic of Kiribati

=
&> Budgeting & Appropriations > Reports > IFMIS Warrant Documents >
I Fiscal Year -
* Fiscal Period -
¥ Ministry -
I Department Warrant Number -
FDF - {5y
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Step 3. Provide the details of the filters.

NS
Republic of Kiribati E 3
Department Warrant . .
> Budgeting & Appropriations > Reports > IFMIS Warra cuments >
[* Fiscal Year 2024 -
" Fiscal Period FEBRUARY -
i Ministry 15-MCE -
" Department Warrant Number -

WSVV-24-15-0076-Allowance for on-going GOK sponsored students

(=] WSVV-24-15-0077-
WSVV-24-15-0078-Jan to March allowances for new awardess 2024
WSVV-24-15-0079-DW# 022/24 Tabnorth - Teabike college 1st half OB for 2024
WSVV-24-15-0080-Dw for Uplift of GOK sponsored students
WSVV-24-15-0081-dws# 014-24 Tabnorth - house to office all'ce - July to Nov 2023 - Rinikarawa Teubel
WSVV-24-15-0082-dws# 029/24- Tabsouth sch supplies - handling & delivery costs
WSVV-24-15-0083-DW# 017-24 Makin-handling & delivery cost - sch stationeries & supplies
WSWVV-24-15-0084-dw#018-24- Butaritari - handling & delivery cost - sch stationeries & supplies
WSEVV-24-15-0085-dw#019-24 - Marakei - handling & delivery cost - sch stationeries & supplies
WSEVV-24-15-0086-DW#020-24- Abaiang - handling &delivery cost - sch stationary & supplies
WSEVV-24-15-0087-dw#015-24 TabNorth- Katangnga T - house to office allowance
WSVV-24-15-0088-Dw# 022 Malana - Handling &delivery cost - sch stationaries & supplies
WSVV-24-15-0089-DW# 024-24- Aranuka - handing & delivery cost - sch stationeries & supplies

>

PDF v

Step 4. Once filters are completed, click the Generate Report button.
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Department Warrant Republic of Kiribati ﬂ
el

# > Budgeting & Appropriations > Reports > IFMIS Warrant Documents >

Fiscal Year 2024 v
. Fiscal Period FEBRUARY -
Ministry 15-MOE -
i
Department Warrant Number WSWV-24-15-0078-Janto b -
A i ¢
?

Generate Report

Step 5. Click Ok on the displayed message.

Department Warrant Republic of Kiribati u

# > Budgeting & Appropriations > Reports > IFMIS Warrant Documents >

2024

FEBRUARY

15-MOE

‘@ The Report Department Warrant Was Send To
Report Server With 1D: ID:WIN-AVHO2F8TMOV-
53413-17075837054106-5:4688:1:11

'

Step 6. Click the (i) to go to the Internal Messages.
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Department Warrant Internal Messages

No New Messages.

&> Budgeting & Appropriations > Reports > IFMIS

Dashboard

Fiscal Year 2024
Fiscal Period FEBRUARY

15-MOE . .
Session Details
Department Warrant Number WSEWVV-24-15-0078-Jan to
User: fb_admin.
Last login:
21/2/2024 10:31:33
Language: English.

Step 7. Click the Internal messages to display the notifications. Click the Linked ID of the natification to
open the details.

 vjJojJala ool o]

Select All | Select None

Select Status From D Subject Posting Reading Due Action
Date Date Date Date
D ® FreeBalance( 1477883 Report Server Notification - 21/2/2024
IT Admin Department Warrant 10:34:45

Step 8. Scroll to below the page and click the link of the downloaded report.

Internal Message

Posting Date

21/2/2024 10:34:45
Reading Date

Due Date

Action Date

Attachments
Attachment Information File Name (Click to Download)

Title:Department Warrant Department Warrant-ID: WIN-AVHO2F8TMOV-53413-
N 1707837054106-5:4688:1:1:1.PDF
21/2/2024 Size:  76.6 KB

Step 9. The Department Warrant report is this.
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GOVERNMENT OF KIRIBATI
DEPARTMENT WARRANT
To : Clerk DW No. : WSVV-24-15-0078
Department : Island Council Issuing Ministry : MOE

Station : Overseas

1. You are hereby authorised to expend during the year 2024 the amount specified below as they become
due in accordance with the Financial Instruction of this Government.

2. The number of this Department Warrant should be qouted as authority for payment in all payments made
by you relating to the heads and subheads detailed below;

Date : Eeb 1. 2024 Secretary
All i Details Amo (AUD)
1508/3101/12062/6/272143 641,987.50
Total (AUD) I $ 641,987.50

3.2.2 How to printthe ~ DW Commitment report

If the Commitment is received from the line Ministry via email or handed over by the Travelling Officer,
then, the island council staff can skip this process. If the instruction is to check the Commitment in IFMIS
and a Commitment Number is given, then fol low these steps.

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

Commitment

ejajsjcecloln @

[ View Mode ]

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

5 ) |
Commitment Commitment.pdf
Open file |

[eJafefofofolo) |

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

n GOVERNMENT OF KIRIBATI
e Ministry of Education

—_— ' . .
‘\\:/' P. O. Box, 263, Bikenibeu, Tarawa, Republic of Kiribati

- Commitment
Departmental Warrant

Division Administration (1501) Number COMM-23-15-0021
Lacation 14-Bikenibeu Issue Date August 17, 2023
To . 5192 Taake loane
Purpose : GOK scholarship student all'ces with book all'ces from Aug to Nov 2023 studying in Vanuatu

1. You are hereby authorized 1o spend during the year 2023 the amount specified below as they become due in Accordance with
the Financial Regulations of the Gavernment of Kiribati.

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

| Details | Amount AuD
1 CDRC/ Government of Kiribati/ Overseas Scholarships/ GOK scholarship student all'ces with 54,661.63
Te Education n.e.c. book all'ces studying in Vanuatu
1508/3101/12062/14/27 2143098
KVZ0_PILLA DP_SECTO) Human
weaith
TOTAL AUD ** FOUR THOUSAND SiX HUNDRED AND SIXTY ONE Doliars and SIXTY THREE Cents ** $4,661.63

Important Notice (FOR COPRA UNIT ONLY}:
Make sure to submit all the updated returns (CPR form, summary forms, etc.) prior to your next top-up request. Failure o submit the
required retums may lead to the delay or even withholding of your top-up.

Prepared By : Tika loane (Aceount Officer) Approved by: s 0
Signature : Signature

Endorsed By :  Tika loane (Account Officer) Approved Date/Time

Signature : Signature

Printed on: Feb 21, 2024 1708 AM Printed By: fb_admin 11

3.2.3 How to manage Vendor in IFMIS

3.2.3.1 How to create/enroll New Vendor/s.

In case where the Vendor is not yet existing in IFMIS, the users can create a new vendor in IFMIS. Once
the vendor is enrolled, it is subject for approval. Make sure that the Vendor Bank Account documents
are attached to the Vendor.

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

# Comimon Entities

Step 2. Click the New button.
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Vendor

[ Search Mode ]

Code

Step 3. Enter the Name and Short Name

* Name

Short Mame

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 a1

* Wendor Classification Type

Bank Account ﬂ

Vendor Classification Type

o1 als

[ Search Mode ]
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Vendor Classification Type

o j s ] x|

Application Name

ID

1 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

o P Dank Accnon: [ - ]

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

Bank Account

* Financial Institution ANZ Kiribati - P
* Branch ANZ Kiribati v -——
» Currency AUD - 'P
* Account Number 00000001 F
IBAM
National Transfer Code
* Bank Account Name Vendor Account Number F

s

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 Mame

(L

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

-—

* Contacts * Vendor Business Types
Eus

Colocos KA

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

Is Main ? J
Address Type I Unknown L —-——
| Emergency )
Country Home |
Mailing
Permanent
Region Routing Information ‘ ﬂ
Temporary
Unknown
Region Name

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

Country Kiribati - | -—

Guinea -
Region Guinea-Bissau

Guyana

Hairti

Region Name Holy See

Honduras

Hong Kong

Location Hungary

India .
Indonesia

= Address Iraqg ‘

Ireland

Israel

Italy

Jamaica |
Japan

Jordan

Kazakhstan

Kenya

__dm_'.

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

Zip Code/PO Box
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= Address Type Work -

Country Kiribati -

Region Name
Location

= Address Betio, South Tarawa -

Zip Code/PO Box

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

1s Main ? ]
= Address Type Work -
Country Kiribati -

Region Name
Location

= Address Betio, 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 D

= 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.
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Is Main D

= Contact Type Electronic Mail -

= Contact Location Type Work -

= Contact Value -
tkaoten@moe.gov.ki

Description

E—

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

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 the
vendor entered is an Employee , leave the information as it is.

* Addresses * Contacts * \fendor Business Types Institutions

F.

- . - Fs
Beneficiaries Employees ‘

Others

Suppliers

&

Beneficiaries
Others
Suppliers
Employees

>

>
To select the proper Vendor type, click on the selected value from the left column and bring it to the
right
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* Addresses * Contacts * Vendor Business Types Institutic

Beneficiaries
Others

Suppliers

Employees

»
»

Beneficiaries Suppliers -
Others
Employees

4
»

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

- Click on the Attachment tab and click New.

15 1IN NUMDEr Exempt U /
* pddresses * Contacts * Vendor Business Types Institutions Attachments
Select Information Download

- Define the Attachment Title and Description

Information

Application 1D
Attachment Classification .

Application Language

English -
= Ti -
Title Vendor Transactional Form
%
Description Transactien form for new Vendor- 3 Rise S -
Truck Hire Services P
- Attachment [ choose File | No file chosen
- Click on the Choose file button. This wil!/l open the

on the scanned file required to be attached.
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m @ Open

- After all the details are indicated, click the
screen.

Information

- HEEELWANIEN TN NN W .

Application ID

Attachment Classification

Application Language English

<« > v P « Free.. » KIRIBATI v @]
Organize New folder
~
v Quick access Name
&l Desktop Issue Tracker-IFMIS Kiribati_08012023

»
i Downloads  # Language Catalogue Changes
»

=/ Documents

= Title MOE Supplier li
pplier list (1)
Vendor Transactional F I Pictures »
- ApplicationUser Notes

Description Transaction form for n¢

Truck Hire Services Issue Logs Project Plan - Kiribati (Aug 2023)

pom— KIRIBATI .

‘ o file chosen %) Transactional Form- 3 Rise Truck Hire
= Attachment 7 e
Date Time : UNSPSC all segments
> B This PC

Date = - - ~ [

Application ID

Attachment Classification

Application Language

= Title

Description

= Attachment

Date Time

Date

User

Save and Return button to go back to the main

English -

Vendor Transactional Form

Transaction form for new Vendor- 3 Rise
Truck Hire Services

Choose File | Transaction.._ruck Hire.pdf

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

Vendor

N N =R

[ Insert Mode ]

Republic

Business ID

F 1s TIN Number Exempt O

)\ * Addresses * Contacts * Vendor Business Types Institutions Attachments

{ ===

2 .

- Select Information Download

’ Title:Vendor Transactional Form I i Form- 3 Rise Truck Hire.pdf
By: Size: 36.7

Eritabeta on 9/8/2023

M
TEKANU

d B May W Conada [ Kiioai [ W

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 =R
button.

Vendor

[ oJafeofo|

Code

60

Eligibility Status Eligible =

Workflow Process Status

Created v

Aransition -
=

= Name For Approval (Companies)
For Approval (Employees/Individuals

55
FreeBalance Confidential

\




S
FreeBalance

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.

Transition

Application Language English .

Step Note

@ Ex

3.2.3.2 How to add new bank account for Vendors

#

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

Step 1. Navigate the Menu > Admin > Common Entities > Vendor > Vendors. Search for the Vendor to
edit. And click on the + on the Bank Account.

Vendor

N &9 =0 0 &8

= VVendor Classification Type

Treasury Bank Account

Bank Account
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Step 2. Add the details below then click the update and return button.

Bank Account

= Financial Institution ANZ Kiribati - _
* Branch ANZ Kiribati v  Ap—
.

Currency AUD - _

= Account Number 252287

IBAN

National Transfer Code
* Bank Account Name Kokoria Taake P
Account Type

Type Of Bank Account Saving . _
Routing Information
Comments

Intermediary Bank BIC

= Is Active

= Created On

2/1/2024

Commercial Bank Account Name
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Step 3. Go to the attachment tab to add the bank details of the vendor

Vendor

oJalJefJolw

[ Update/Delete Mode ]

Business ID

Employee

Is TIN Number Exempt [j

* Contacts * Vendor Business Types Institutions Attachments
“

Select Address

Step 4. Click the New button

Vendor

L ojajsjocle

[ Update/Delete Mode ]

Customer

Employee

Business ID

Is TIN Number Exempt [j

* Addresses * Contacts * \endor Business Types Institutions Attachments
s

Select Information Download
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Step 5. Provide the details as necessary then click the Save and Return button.

Vendor

Information

Application ID

Attachment Classification

Application Language

English -

- Title Invoice with Bank Details h
7

Description
Vs

At Invoice pof —

Date Time

Date

User

Ca=a

Step 6. Click on the Update button.

Vendor

[oJaleofow)

Is TIN Number Exempt E]

* Addresses * Contacts * Vendor Business Types Institutions Attachments
“

Select Information

Download
Title:Invoice with Bank Details Invoice.pdf
By: Size: 27.4
Tiraka on: 24/1/2024
Tabera
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Step 7. Click Ok on the message displayed.

Vendor apac.freebalance.com says

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

[ Update/Delete Mode ]

Is TIN Number Exempt D

Step 8. 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.

Vendor

ojajesjojelol <

[ update/Delete Mode ]

Business ID

Employee

Iz TIN Number Exempt [j

* Contacts * \endor Business Types Institutions Attachments

H

Select Address

KIRIBATI
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Step 9. Click on the Change Request button to see the status of approval of the Changes made.

Vendor

[ update/Delete Mode ]

Code 2007087

Step 10. The screen 3Change Requestji wil/l be opened.
Vendor is created. Click on the Workflow History to see the users. With this, a follow up can be made to
the assigned Users.

Change Request

e jales

[ update/Delete Mode ]

= Application ID 969

- Workflow Status Approval Requested

Workflow Process Status Approval Requested

Restricted Properties Only [ ]

* Last Operation Sequence

Change Request Type Vendor Changes

Restriction Context _ L
Changes in Vendor
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Step 11. The list of the Users assigned are displayed. The follow up can be made to these users.

Change Request

Workflow History

Current Stage

Filter On Execution Step Type

Execution Date Description

23/1/2024 Request for Approval
12:35:03
23/1/2024 Reject
12:35:03
23/1/2024 Reject
12:35:03
23/1/2024 Reject
12:35:03
23/1/2024 Review
12:35:03

| 23/1/2024 Review
12:35:03
23/1/2024 Review
12:35:03

3.2.4 How to update

At the time of preparation of Commitment by the Divisions in the Line Ministries, some

Transition Type

Manual
Manual
Manual
Manual
Manual
Manual

Manual

From Stage

Approval Requested

Approval Requested

Approval Requested

Approval Requested

Approval Requested

Approval Requested

the Vendor of the Commitment

To Stage

Approval Requested
Rejected

Rejected

Rejected

Reviewed

Reviewed

Reviewed

Workflow
Execution Step
Type
Completed
Assigned
Assigned
Assigned
Assigned

Assigned

Assigned

User Step Not

bmarea

btamueru

eturaki

tneemia

btamueru

eturaki

tneemia

supplier/vendor/beneficiaries may not yet be finalized and identified. For any changes in the vendor, the

Commitment vendor should be changed

BEFOREprocessing the Payment Voucher.

Changing of the Commitment Vendor can be done by the Line Ministry Divisions if they are able to

identify the Vendor. If the final Vendor is identified in the Outer Island, then the Island Treasurer will

update the Vendor of the Commitment.

To change the vendor, follow these steps.
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Step 1. Search for the Commitment number from the Commitment Report presented. Then click the
Lookup button on the Vendor Field.

Commitment

o JaoaJeJololele]lo)

[ Update/Delete Mode ]

Commitment Number

COMM-24-17-0006
= Fiscal Year FY 2024
= Fiscal Period JANUARY
= [ssue Date 16/1/2024

= Workflow Status

Approved

Workflow Process Status .
Approved

= Commitment Type

Departmental Warrant v
= Posting Status Saved
= Origin Manual
= Vendor 2016170 C( E ’
Name Tioti OREA

Step 2. Provide the new *Vendor Name* and then click the Find button.

Vendor

o jajls

[ Search Mode ]

Code

Eligibility Status

Name *tioti* |

fad Pp gy N |
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Step 3. Click to select the new Vendor from the list.

Vendor

KN N =R ES

[ Selection Mode ]

Code Name

0007740 Reei Tioti

0007766 Tiotibin BITAMATANG
0008063 Rouata TIOTI
0180561 Tekennara Tioti
0200042 Marutaake TIOTI
0421004 Rooti TIOTI

1637 Tioti's Kids

1893 Tiotipa

2000178 Bwebwetaake TIOTI KANTERA
2001053 Tioti IOANE

Step 4. The New Vendor code is saved in the Vendor Field.

Commitment

— N .
o ] a [T Z
[ vpdate/Delete Mode ]
= Issue Date ;

16/1/2024

= Budget Office 1702

= Workflow Status

Approved

Workflow Process Status .
Approved

= C ti tT
ommitment fype Departmental Warrant

= Posting Status

= Origin Manual

~ Vendor 2001053 |

Name Tioti IOANE
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Step 5. Click the Update button.

Commitment

Q) @] =l
[ Update/Delete Mode ]

Approved By tmetutera

Approved On

16/1/2024 12:17:43

Description
P Travel Expenses

Attachments
T

Select Serial Coding Block Amount AUD Balance AUD
Number
[j 1 1701/1101/00000/25/226112/011 110.50 0.00

Step 6. Click Ok on the displayed message to confirm the changes made in the Commitment.

> C Mm 25 apac.freebalance.com/KiribatiMIG/faces/fbFramesetTemplate.xhtml

apac.freebalance.com says

Code COMM-24-01-0002 updated

3.2.5 How to record Payment Voucher for DW related expenses

To record Payment Voucher from commitment, follow these steps.
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Step 1. Navigate the Menu > Expenditures > Payment Voucher. The Payment Voucher is displayed by
default at Search Mode.

‘ Expendituines

Payment Voucher Work Flow Tracking

[ Reports

Step 2. Click the New “button.

Payment Voucher

[ Search Mode ]

; Voucher Number

Step 3. SSHatedundDW hef dom the dropdown | i st

Payment Voucher

Voucher Number

= Fiscal Year FY 2024

= Fiscal Period SEPTEMBER

= Voucher Date

= Payment Voucher Classification

= Accounting Office

State Fund DW

= Payment Voucher Status | State Fund EFTPOS Withdrawal
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Step 4. Enter the Institution code in the Accounting Office.  PS: Make sure to select your Accounting
Office.

* Accounting Office -
17AB @®

Step 5. Click on the Lookup button to go to the Vendor screen.

@

Step 6. Click the Find e button; this will display the list of Vendors to select from.

Vendor

[ Search Mode ]

Code

Eligibility Status

Name

Shart Name

Step 7. Click to select the appropriate Vendor. Once selected, the code of the selected is displayed in the
field.

Step 8. Make sure that the Bank Account Number of the Vendoris set on 3Not Required, P
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