GIFMIS

PROCUREMENT AND
CONTRACT MANAGEMENT

USER’S GUIDE

roje
7/19/2017

A guide for users on procurement process in GIFMIS



i GIFMIS =5

Contents
1. INTRODUCTION: .citietteitt ettt sttt ettt sb e sbt e sat e st e e ate e beesbeesatesatesabeeabe e bt esbeesaeesaeeeateenteenbeesaeesaeesas 3
2. REQUISITION ..ottt sttt ettt ettt st et e b e b e s bt s et et e et e e sbe e s bt e satesabesabeeabeenbeesneesaeeennean 3
3. CREATING CONTRACT. «.etitteiteeettestte st st et ettt et e bt st e st e s te et e s bt e satesatesabe e bt e beenbeesmeesmeeeneeennean 119
3.1 CREATING CONTRACT FROM A FINALIZED REQUISITION........ccccoovviiiiiiiiniiiiiiiiniiciiiccnen 119
3.2 CREATING CONTRACT OUTSIDE FINALIZED REQUISITION(MNUAL).......ccccoveriiriiaiiaeeane 1210
4. PURCHASE ORDERS.......ueiittitietteste ettt sttt et ettt s e s ate s be st e e bt e s beesaeesaeesateenteesbeesbeesaeesanenas 2217
D JOB ORDERS ...ttt ettt ettt sttt ettt s h et st sttt e b e s h e s h b st e et e be e bt e bt e sheeeate e beenbeesaeesaeeeas 2921
6. DELIVERY NOTE ...ttt sttt ettt ettt sttt et e s bt e sat e st e st e e b e e bt e beesmeesateenbeebeenbeesaeenas 3726
6.5  APPROVE DELIVERY NOTE.......iiitieiteeiteenteenite et et e steesiee st sttt ebeesbeesbeesaeesaeesnseeseesbeesneenas 4028
7.  JOB COMPLETION CERTIFICATES. ...oottitterieenieenite et et et e st e st st sttt e bt e sbeesaeesaeeebeenbeesneesaeenas 4430
8. PURCHASE INVOICE......cccsittiiiiiieeeiere et essiree e e e s Error! Bookmark not defined.35
8.1  CREATING PURCHASE INVOICE FROM FINALIZED DELIVERY NOTE .......... Error! Bookmark not
defined.35

8.2 CREATING PURCHACE INVOICE NOT FROM DELIVERY NOTE: Error! Bookmark not defined.36




i GIFMIS =5

USERS GUIDE ON PROCUREMENT
PROCESS

1. INTRODUCTION:

GIFMIS procurement process has the following stages — Requisition,
Legal Commitment, and Financial Commitment. These are depicted
in the diagram below.

I ——

PROCUREMENT PROCESS CHART

| REQUISITION |
T

Legal PURCHASE ORDER CONTRACT JOB ORDER
Commitments | J l
DELIVERY NOTE JOB COMPLETION CERTIFICATE
L T |
Financial PURCHASE INVOICE

Commitments

2. REQUISITION

2.1 Introduction

Requisition is a formal request to procure. Below are the role players.



" ROLE PLAYERS IN REQU

ISITION

2:2 PROCESS FLOW

Requisition Process

Create Requisition

Store / Asset
Requisition Desk
Officer

Department Reviewer
for General
Store(Consumables) /
Admin. Dept. (Assets)

Review Requisition

Head of Admin. First
Approver

Approve Requisition

MDA Final Approver

Finalize Requisition




The Desk officer —Requisition login to GIFMIS platfom with his /her
Then the screen shot

| &

Dannnearn

users name and password.
below open

Dashboard

My messages

Modity My Notifioation Settings

Subject

Received
Avset Disposul ADLODOOOZEY stage Is now Flnalized wlfected by Jusper Adiministrator

02/10/2018 11:8)

My Pending Tasks
D Magmitemt Decament Typw Owscrygmon Oocsmmert Statuy Avurgrwd Daie .
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2.2.1 Follow Budget Execution Module to open Procurement functionality >
Requisition pase

|&

Dashboard Comracss
Ottenry Wota s
My messages Jott Oegmery Moary My Nt stos Snmga
5 1 200 T sngwmne Certboams Secetvet
Aseer mamu A i

TT9 02000 @ vem § Sutend oBec ol by Spsiene Lammnly s
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2.2.2 Click ‘Add New Requisition’

Ii'm|m~u—-|m|m|wm|m|mﬂ

Remurehiine

Requisitions ll
Y/
Requiaition List

AN rem s

Reduastum Wi v Segmpuo Daw r « Raqueatien Pype Amount ¢ Carramcy v s
' . . Panaingl v Toa
LU P I Crde on N Drat

2.2.3 Fill in the necessary fields and click save



Procurement — RegusSions — Edit
Requisition
Requisition info
Requisition Info
Requisition No: * Employee:
* Budge! Year: | 2016 v Phone:
* Requisition Type: Contract - Eman;
* Roquisition Date: | 03/10/2010 (3] * Curtency:
* Expected Delivery: 17102016 (& * Procity:

00386534-0001  UNITED MOTORS NIGERIALTD | Find

Clear

Supplaet

NG | Nigena .

* Supplier Country:
* Fund: 03101 | CAPITAL DEVELOPMENT FUND

Descrption New Cars for Petrol

2.2.4 Navigate to Requisition Lines tab and click ‘Add new line

DUDGET EXECUTION

IAppmptl.ﬂom|P:ucumnmx|:‘ b |" dvabl |Cuhl | ,|mm

X-3301-4478  Jamas HI | Find

NGN v

3w

e [N

’

Training Traming

Log owt

Requisition: R-00001722

hox Lines

u

Info Line, Ient:
Requisition Lines 4 Add new line
No = Line Type = Class | Code : Description 3 Quantity ¢«  Unnt Prce & Not Value :  Tax 2 Gross Value =
TOTAL 0.00 0.00
Totai 0

2.2.5 Complete the required fields (Line 1) and click ‘save and new’ if you

have more lines to enter otherwise ‘click and

close’.

Add/Edit Requisition Line

Line No: 1

Asset v

* Line Type:

Close &3

* Class: | 1350 | Motor Vehicles

Code: |
Description: |
¥ Quantity / Unit: | 1 | pc.|Piece v
“ Price: | 2600000
“ Tax: | VAT| Value Added Tax v
v

Withholding Tax: |

* Budget Line: |230‘IO105—03‘|01 | PURCHASE OF MOTOR VEHICLES

Supplier: ~ 00386534-0001 [ UNITED MOTORS NIGERIA LTD | Find

Store: | v

Clear

L]



2.2.6 Fill in the fields (Line 2) and click save and new

Add/Edit Requisition Line Closo @

Line No: @
* Line Typa: [ Autel ¢
* Clann: [ 1360 | Motor Vehicles

Codo! [

Description: |
© Quantity (unit | Ve Plece v
* Price: | 1600000
© Tax: | VAT | Valus Added Tax v
Withholding Tax: \ v
* Dudget Line [ 23010106-03101 | FPURCHASE OF MOTOR VEMICLES n
Supplier: 003005340001 | UNITED MOTORS NIGERIA LTD | Find | Clear
Stora: I v l |
S~

2.2.7 Fill in the fields (Line 3) and click save and close

Add/Edit Requisition Line Close @

Line No: 3
* Line Type: Cost v

Class:

Code:
* Description: Transport Essien
* Quantity / Upit: 1 pc | Piece v
* Price: 800
* Tax: VAT | Value Added Tax v
Withhoiding Tax: v
* Budget Line: 23010105-02101 | PURCHASE OF MOTOR VEHICLES -
Suppher; 00386534-0001 | UNITED MOTORS NIGERIALTD | Find = Clear

Store: v l |

I T

2.2.8 Regquisition documented appears thus:



—
_/ Requisition Info  Requaston Lines

Procurement

Requisition: R-00001722

Requisiton in%s  Requisition Lines  Altachments
Requisition Lines
No = LineType ¢+ Class | Code ]
1 Asset 1250
2 Asset 1150
3 Cost
TOTAL

+ Back to list

' Requisiion

Suce 4

Attactiments
Requisition Info
Requistion No;  R-00001722
Budget Year: 2016
Requisition Type:  Confract
Requisition Date 0310:2016
Expected Delivery:  17/102016
Supplier:  00385534-0001
Suppher Country: NG | Nigetia
Fund 03101
Description:  New Cars for Patrol

Requisition Status History
Date

0102018 1521

0X102015 1529

« Bock to list

Tranipan Esien

UNITED MOTORS NIGERIA LTD

CAFITAL DEVELOPMENT FUND

Draft
Submitted

' Quantty » Unit  »

Traiming Trwiming | Log out

+ Addnew line
Price = NetValue = Tax Gross Viskue +
100 pc 2600 000 00 260000000 VAT 273000000 Edit| Ramowe
100 pe 1600 000.00 1600000.00 VAT 1680 000.00 Edi|F
100 pc 900 00 900,00 VAT MS00 Edit|Ramove
4200 200.00 4410 045,00

Total: ) | Display 1-3

2.2.9 Navigate back to Requisition Info page and click summit

Requisition: R-00001722

Requisition info | Requisition Lines  Amachments
Requisition Info
Reaustion No: R-00001722
Budget Year 2010
Reguisibon Type Conwact
Ruausiion Date 0102018
Expectnd Delivery: 171102016
supplior:  0086534-0001 | UNITED MOTORS MIGERIA LTD
SuDpior Country: NG Nigena
fung: 03307 CAPITAL DEVELOPMENT FUND
Descripton: New Cars Sor Petrol

Requisition Status History

Date

03102016 1521

« Back 1o bst

2.2.10

Status

Dran

Print
Employes X-3301-4478 | James HIIl
Phone:
Emait
Currancy. NGN 1
Prior ity 3
Total Amount: 4 410 94500
Tax Amount: 21004500  View Tax Details
Total Amount NGN: 4470 84500
Status Sutmified
Tox Amount NGN: 210 045.00
Responsibie Pesson Comment
Training Training o
Tralning Training
e |
Prut
Employes:  X-3I01-4478  bames Hill
Phoem
Cmait
Currency NON Y
Poonty 3
Totnl Amount: 4 410 945 00
Tax Amoumt. 21004500  Veew Tax Detais
Total Amount NON: 4 410 845 00
Statuw Oren
THx Amount NGN: 210 045 00

Responsitle Person

Training Tralming

Commeént

T

Comment box will appear thus: if any, if not click Submit requisition



Submit Requisition

Camments

-

2.3 Reviewer page

The reviewer login to GIFMIS with his/her username and Password; and follows
step 2.2 -2.2.1 above

click on Requisition line to review individual item

@ PEM 31 - TEST - balld 117358 MiGis i

je] Bt Yiew Histoy, Bookmarks Jools Heln S
| PeM 31 - TEST - build 117238 1

€ B gimizgovng it

Requisition: R-00002753

Requisition Infe  Requisation Lines  Agachamerts

Requisition Lines

No +  Line Type + Class | Code + Description . Quantity «  Unit . Price « Net Valwe +  Tax ' Gross Valoe «

1 tsm STANONERES STP ITEM Stagiarn 100 pc 100000 100000 w5 1050 00
TOTAL 1 000,00 1050.00

« Back fo list

Tetat 1 Display 1-1

Navigate back to Requisition info to either Approve/Reject



@ Pem a1 - TEST - B TG
Eide Edit Vies Higtory Bookmarks  Jooks  Help

Ir ¢
[@rras-TesTbuigrar2ss x| Premiouding page ) 70 p——" PR
L .gﬂm‘ugw-ngh'-:: pimitest gémiE.gov.Ag pfm. e & |- Secgie Pl
Requisition: R-00002753
Requisition Info ~ Recquisfion Lines  Attachmants
Requisition info Print
Roquistoa Ho:  R-D0002753 Employee: 001022002  HASSAN, KOFAR N&SA SULEIMAN
Budge! Year 017 Phone:
Roguimbon Type:  Purchase Order Emak
Requisinon Date: 1710772077 Curresty:  NGN 1
Expocied Delivery: 170772017 Pronty: 3 =
Supper:  000-000002 | BEE Total Amount: 195000
Sopplier Country: NG Nigeria Tax Amount  100.00 | View Tax Detais
Fung: 02201  WAN ENVELOF - OVERHEAD Total Amount HGK 105000
Descriptive:  SUPPLY OF STATIONERY Status:  Subnlied
Tax Amount NG 100.00
Requisition Status History
Date Statws Respoosible Person Comment
VTOTRIT 1321 Oratt Training Tranng
170772017 13:54 Sedmitted Training Traning Submitted please

S

Then Confirmation box shows up for comment, if any and click Approve
Requisition

8 T T
(ERCER fue v Bocirests ch e S
Brwsi o waaiiam | S

By gy A .

N 2 e T I

Approve Reguisition

2.4 1st Approver
The reviewer login to GIFMIS with his/her username and Password and folows
step 2.2 - 2.2.1 above

10



v Regustion aporoves successhuly)
Requisnon fo Reausiton Line

Requisition Info Prim

Requisition Status History

Date Stats

3. CREATING CONTRACT. l

This is the process of creating legal commitment for the goods,Works and Services to be procured. In
GIFMIS, contract can be created in two ways

1) from a finalized requisition (Automated Process)

2) Manual process by selecting contract from procurement dropdown.

3.1  CREATING CONTRACT FROM A FINALIZED REQUISITION

3.1.1 Finalized Requisition and click on create contract tab

Requisition: R-00001722

« Requisition Nnalized successiully!

Reagsiisition Info  Feouisison Line

Requisition Info Crome Contract Print

UNITED MOTORS MIGERIA LTD

TAL DEVELOPMENT FUND

Requisition Status History

Date Status Comment

e oo m

Thereafter, the process is the same with creating it outside finalized

requisition below.
11



3.2

3.3

3.4.

CREATING CONTRACT OUTSIDE FINALIZED REQUISITION (MANUAL)

This is a manual process which entails starting by selecting contract from the
procurement dropdown

APPROVAL FLOWS
e

ROLE PLAYERS IN CONTRACTS

N

CONTRACTING PROCESS

ed

Contracti
ng

Finalized
Requisition
Iltems

Create Job Order,
Purchase Order, or
Contract

MDA Procurement Officer

Review Job Order,

Purchase Order, or
Contract

MDA Procurement
Head

Approve Job Order,
Purchase Order, or
Contract

Finalize Job Order,
Purchase Order, or
Contract

MDA Final Approver | MDA First Approver

WORKFLOW FOR CREATING CONTRACT

The Desk Officer navigates to Budget Execution after login to GIFMIS. Then,

click on procurement dropdown and select contract.
12



saeand e | £ mikeook hotspot » status [l PPM V3 - TEST - build X | %

8 gitmis.gov.ng b+ g -
« * 2 BUDGET EXECUTION Martin Mae Log out
25 Apptopriations | Procurement | Payables 1 Cash Assets
Precesin Fequaton: — Lines  Requisitions
Purchase Ordars i

Requisition: R-0 conscs <4
Dedrvery Notes

Reguston o Requisition Liv

Job Orders
o Job Completion Certificates
Requisition Lines 4 Add new line
No + Line Type + Class i Code + Dascription . Quantity + Unit ' Price + Net Value + Tax . Gross Value
TOTAL 0.00 0.00

Total 0

« Back to list

3.4.1 The page below opens. Click ‘Add New Contract ‘create contract’ from the

generated based on the requisition in the Finalized status.

o
I Ak P Pay Caih Assats

Contracts
Contracts
Contract List + Add new contract
Contract No = ContractDate s Year = Supplior N Amount = Currency = Status
2017 [Pending] Find
C-00000922 170122017 2017 00386534-0001 = UNITED MOTORS 210000 NGN Approved
NIGERIA LTD
00000521 1012017 2017 000-0001  MUSA YUSUF & CO.LTD 000 NGN Gratt
00000820 1200172017 2017 00015956-0001  INCOMTEL NG LD 525000 NGN Approved
Tetst 1 Ovspley 1-)

3.4.2 The page below opens . Complete the required fields and click ‘Create Contract’ button

Create Contract Close ©

* Supplier:  00386534.0001 | UNITED MOTORS NIGERIA LTD | Find

* Supplier Country: NG | Nigeria v

* Employee: X-3301-4478 | James HHll | Find

* Otder Date: 03/10/2016 &
* Delivary Date: 1771072016 &
* Payment Torm: NET14 | Due date In 14 days v
Descrniption: New Cars for Petrol ‘
Group with: Add l

3.4.3 Click Print from the Contract created successfully (Draft

13



W Contract C-00000561 genersted succasshily , <{m—— I

Requisition nfo  Requisition Lings  Amachmants

Regquisition Info Create Contract Print

r

Requstion No:  R-00001722 Employws:  X-3301-4478 | James Hin

Budget Year 2014 Phoon

Requisition Type Contract Emat

Requisition Data 031072016 Curtency: NGN @ 1
Expocted Delivery 17102016 Pricetty: 3

Suppher 00386534-0001  UNITED MOTORS NIGERIA LTD Total Amount 441094500

Supplier Country NG Nigstia Tax Amount 210 04500 | View Tax Details

Fund: 03101 CAPITAL DEVELOPMENT FUND Tolal Amount NGN: 4 410 545.00

Description: New Cars for Petrol Status Finalized

Tax Amount NGH 210 045 00

Requisition Status History

Datwe

Status

Respoasible Parson Comment
031072016 1521 Draft Training Training
0A10/2018 1530 Submined Training Training
021072016 1539 Reviewed Training Training
031102018 15:39 Approved Training Training
03102016 1539 Finaized Tralning Training

« Back 1o fist

3.4.4 Click on (gntract Lines to Edit or Remove

Contract: ! 000561

\
\

Contractinfo  Contra€ilines  Aftachments
Contract Lines + Add Requisition Lines - Add new line
No= LineType s Class|Code = Description Quantity s Undt 5 Price = Discount s NetVale : Tax = GrossValwe «+ PLDW.Date = Year =
1 ASSET 1350 ASSET 100 pe 2600 000 00 0.00% 260000000 VAT 273000000 17102016 2016 Ecgd | Remove |
2 ASSET 1350 ASSET 100 pec 1600 000.00 0.00% 160000000 VAT 1680 000.00 17102016 2016 Eca| Remove — |
cosr 100 pc 90000 0.00% 900.00 VAT 245.00 17102016 2016 Ega | Remove
TOTAL 4 200 900.00 4 410 945.00

Total: 3 Display 1-3

3.4.5 Add Attachment (If any) by navigating to Attachment in the screen shot
above and click ‘save and new’ or close if no attachment. It is advisable to
attach key document and not volume.

Add Attachment
o —

# Document File: ‘Choose File | Mo file chosen

Close

3.4.6 Click on Contract info tab and Summit.

14



|

Contract: C-00000561

W | Contract Info | Contrast Linek | Alteshiwnts
—/

Contract info

Coarts wot b
Bupplier Documen Mo
BIP Document Mo

MU FRC Dol Mo
Wit Yot

Contant Dotw

Dulivety Detn

Bl |t

Supplivr Country
Payien Terme

Pl

D wireption
Dalivery Addrass

ity

Arwa
2ip Code
PO Bos

C-0000008

010

oV 1073010

11veore

00308534.0001 | UNITED MOTORS NIGERIA LTD
NG Nigeria

HNETIa Olus dnte in 14 days

0310F | OARITAL DEVELOPMENT FUND

New Gury for Petrol

Contract Status History

Dale Mutuy

oONVR08 VM) Dran

o Banh o it

Dulivery et
Employne
Huppling Phusw
Bappl e Eovall
Curiwiny

Tt Aot

Tan Amout

Total Aot HON
Tar Amount NGN
Watun

Adidrann Line V
Addidruns Livw ¥
Address Line 3
Ackdrman Line 4
Addreen Liow 4

Musponsible Ferson

3.4.7 Click Submit contract at the confirmation box

Eie Edit Yiew History

| BB Pen 131 - TEST - build 117298

P

2014470 Jmmmn MU

oW '

4 410 040 00

10045 00 | Vimw Tan Detnils
4410 Pas 0

210 048,00

Ot

Cammunt

tr_i;gllmisgwﬂgr hatpa/ /plmtest

Contract nfo

Contract Info

Delivery Address

| Procurement | Payatilie l Recelvative

Submit Contract

Comments:

b

e yrron

3.5

The transaction will be approved

REVIEW OF CONTRACT

by the Reviewer after it has been

submitted. After he/she must have login with the users name and Password.

15



The Reviewer navigate to the Procurement menu, selects Contract from the

drop down, and click on Submitted Contract number

@ P - TEST - BUld 1173587

Ede Edt Yiew Witoy fookmaks ook Mo bl i

| M PEM31 - TEST - build 117238 -

. I’E’il _——

& B gimisgoving, v+t /pirmtest gimia goving iy
‘».ﬁ7 BUDGET EXECUTION
i J Procurement
wret — Contracts Reguisiions
Purchase Orders
Contracts ~Ganes  — |
Daitvery Notes.
Contract List Job Orders
Controct No * Contrar Job Comgietion Cartificates Suppliar =
2017
C-00001021 0&0s2017 20 00386534-0001  LNITED MOTORS NIGERIA
Lo
[ 2052017 207 000ZOT47-0001  ROFASY NIGERIALTD
C-gco0101m 1052017 2007 00385534-0001  UNITED MCTORS NIGERIA
LD
C-00001000 0082017 2017 003865340001  UNITED MOTORS NIGERIA
L
C-00001008 10572017 2017 D0386534-0001  UNITED MOTORS NIGERIA
o
C-00001007 10082017 207 00388534-0001  UNITED MOTORS NIGERIA
Lo
26042017 017 000-000002 BBB
C-00000994 270302017 2007 02524470-0001 = EZEGW\ UNITED MOTORS
LMITED
C-00000988 18032017 2007 000-0001 ' MUSAYUSUF & CO.LTD

bes’amTranzactionids.. tPacameter=p

«smnmner At Ann anna

ocurement_bezSaraWidgetEventPath=m.f0.

wmavUISUF 8 GO LTD
ITveras

NGN

NGN
NGN

NGN

000 NGN

63000 NGN

2294279925 NGN

500000 NGN

000 NGN

2086 NGN

Currency =

Traineng Training

A new contract

Status. s

{Pencing] (=

Oratt

Fimd

Revtewed

Orat

This page will appear. Click on Contract Lines to review individual contract

item

@ P TEST BUld 1173587

fie Edt Yiew Hitory Bookmarks Jooks BdL—._:;__-_]-
|MPea0 - TEST 0uild 117238 x |4 Prokiem doading page. i

2/ pirtest gémis.gov.ng pfm/be

Contract: C-00001007

Coatract info
Contract Info

Comtract infox

Supplier Docurment Mo
BPP Decument Mo
MTBFEC Document Mo
Budget Year:

Contract Date:
Dedvery Date:
Supphor

Supplier Country:
Paymant Terma:

Funa:

Descrptivec
Delivery Address

Cay:

Area

Zip Code:

Contract Lin

Atachments

C-00001007

017

10052017

20062207

00386534-0001 UNITED MOUTORS NIGERIALTD
NG ' Migena

MNET14  Due date in 14 days

02201 MAN ENVELOP - OVERHEAD

New cars for patrol

Dealvary Torm:
Employee:
Suppher Phone
Supmpher Emait
Curremcy:

Total Amount:

lax Amount:

Total Amownt RGI:
Tax Amouat NGt

Status:

Addrass Line 1.
Adaress Lins 2

Addeess Line X

X-3301-4478  James Ml

NGNY

530.00

3000 View lax Details
53000

30.00

Submitted

16
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Ia‘ Approprissony | Procuremest | Paymhies | Recewnbies | Cash Massgement | fnventory | Assees

wontract: C-00000921

Contract Lines § Ao Roquislion Lines 1 Add new s

Mos Lo Type « Claas [Codw « Description « Guastity « Une & Price « Dincourt «  NetVihw o Tar o Groas Vahe o« PLOW.Date o« Year o

ASSET 1550 ASEFT 00 pe 1800 000 00 00% 100000000 VATS% 105000000 18022017

TOTAL 1600 000,80 1050 000,90

Tosat 1 | Display: 4.1

* Back o Il

Eugat Fraparats Budgit Exacumum b Fa . cooustng Mk Cats Masagenwm  #

GIFMI;? N

If the reviewer is satisfied or not with the individual line items, he navigates
back to contract info page

3.6  The Reviewer also has the page below to approve

Contract Info

Prast

Daftewry Ouh
N ¥ & GO LI N
Sigpber Ccueer e Tax Amoust WGN
e T NETSO At in w
Pl 02201 MAN EXVELOD - OVERMEAD
ot
Delivery Address
ity
Ama
Do Code
PO Box
Contract Status History
Dot Sunis Respomsbie Person Commens
WDIRNIT 1708 Ot Martn Mae
26012047 16:0) Sutimaed Traring Traiving

17



3.7 The transaction will be approved by the 1st approver after it has been
reviewed. After he/she must have login with the users name and Password.

The 1st Approver navigate to the Procurement menu, selects Contract from the

drop down, and click on Reviewed Contract number
@ Pem - TesT - GO

e Edt Yiew H cokmarks  Tools |
[Ede Edt View Hgtory fookmads Joob Help S e S e
W PeM0 - TEST-build 117298 x| Problemdosding pege 5 — -
& @ gimizgoving Frioc pimest gémisgoving pim e & | 3~ Socgle PR
- A T —
Cootracts Requisitions.
Purchase Orders
-~
Contracts Contracts
Deiivery Notes
Contract List Job Orders + Add new contract
Controct No » Contrar Job Compistion Cartificates Supplier 2 Amount = Cumency = Status
2017 [= | Penang [= Find
0esR017 2017 003065340001 UNITED MOTORS NIGERIA 000 NGN Orat -
LD
D20sR0T 207 0ODZOT4T-0001  ROFASY NIGERIALTD 42000 NGN Revtewed
1052017 00385534-0001  UNITED MCTORS NIGERIA 000 NGN Oratt
D
01000 s0SR017 2097 003865340001  UNITED MOTORS NIGERIA 000 NGN Oratt
LD
01008 10052017 2017 00386534-0001  UNITED MOTORS NIGERIA 000 NGN Drat
oo
00001007 10082017 2017 002085340001 UNITED MOTORS NIGERIA 63000 NGN Submited
LD
2600472017 2017 000-000002 BBB 294279925 NGN Oraf
2702017 2007 025244700001 = EZEGWLU UNITED MOTORS 500000 NGN Dran
LMITED

0000001 MUSAYUSUF & CO LTD 000 NGN Oratt

=

SUF & C0. LTD

2096

18



the page below is displayed and click on Contract Line to view individual

contract items

Contract;

901016

Contractinfo  Conbact Lines AMtachmuents

Contract info

Comtract infx

Suppier Document Mo
BPP Documeant Mo
MTBFEC Document Mo
Budget Yoar:

Contract Date:
Dekvary Date:

Suppdar

Suppher Country:

Paymont Tarms:

C-00001015

2017
021082017
160712017
00020147-0001  ROFASY NIGERIALTD
NG Nigena

NETT  Dus date in 7 days

Dedraety Terms
Employes
Suppler Phone:
Sugpber Emait
Currency:

Total Amount:

Tax Amount:

Tota! Amoust RGIE
Tax Amoust NGIE

Status:

001022000  ADETUNJL JUDITH -ANNE KEHINDE

NGN 1

420.00

4000 View Tax Details
420.00

40.00

Raviewsd

"

Fund: 03101 CAPITAL DEVELOPMENT FUND
Dascrghoe: Purchasae of Air conationers
Delivery Address

@ Pem a1 TesT .

Ede kit Yiew Higtory, Bookmarks Jooks Help S e - -

I

|@remial - TEST build 117298 % [ 2 - - e .
€ @ gimisgovng o= pirmtest gémis goving i e -l

IGET EXECUTION

Apptoprlations | Procurement

—~ Contracts — Lines

Contract; C-00001016

Contractinfo ~ ContractLines = Afachments

Class | Code + Description + Quastity + Unit + Price «+ Discount + NetValue + Tax » Gross Vaslue s PL D0 Date = Year o

1 001 NEWSPAFER 100 pc 20000 G00% 20000 AT 21000 16072017 2017
2 OOLERS  PANASCNIC 200 pe 10000 0.00% 20000 VAT 210.00 16072017 2017
400.00 420.00

Totat 2 - Disptay 12

« Back to list
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If satisfied or not, the 1st Approver navigate back to Contract info to approve
/reject

L} -B‘ T3 mikrotk hotspor > status - | £ MSHcom - wotmad Dutioc | &) Lettecof Invraton for 8est [ PAM V31 - TEST-bulld X = » - 8 X
e O |8 gmsgavag | = L &
Supphier Country: NG Nigena Tax Amount NGN:  30.00
Payment Terms NET14  Due date in 14 days Sttus: Supbmzed

Fung: 02201 = MASN ENVELOP - OVERHEAD

Description New cars for patrol

Delivery Address
City. Address Ling 1
Area. Addruss Line 2
2 Coge Aodress Line 3
PO Box: Address Line 4

Address Ling 5

Contract Status History

Date Status Responsible Person Co
10052017 18:12 Draft Traineg Tranng
18072017 1497 Submitted Traning Traming

Budgel Pregavabon  Budget Execution  Human Resources  Accouraing  Master Dala Marsosment  Reporting

GIFMis

3.8 FINAL APPROVAL OF CONTRACT

Log in with the users name and Password and select Budget Execution from the Menu at the base of the

screen. As Final Approver navigate to the Procurement menu, selects Contract from the drop down, and
click on Approved Contract number as indicated in the page below. You will see the ‘Approve’ and
‘Reject’ buttons but you must first review the contract lines, and be in agreement before giving final
approval.

@ PM 1 TEST - bulld 137258 Nieila Fefor T s . L e T TR e e

Ede Edt View Mistory Rookmarks Tooks Help Lo

B PFMy31 - TEST-build 117298 x | Problem dosding page e . - T e e
& B gimigovng fritest gémis.gov.ng/ bl e & [ 3]~ Soogle Pl R
q -, BUDGET EXECUTION
- Apptoprlations Procurement
Cootracts Regusitions
Purchase Orders
Contracts Contracts
Delivery Notes
Contract List Job Orders + Add new contract
Contract No * Contrax Job Comgietion Certificates Supplier : Amount = Currency = Status
207 [+ Panang| ', Fimd
0eOs2017 20 003865340001 UNITED MOTORS NIGERIA 000 NGN Oratt 1
LD
2017 000Z0147-0001 * ROFASY NIGERIALTD 42000 NGN Approved ,
2017 00388534-0001  UNITED MOTORS NIGERIA 0.00 NGN Orat
(R
GA052017 2017 003865340001  UNITED MOTORS NIGERIA 000 NGN Orat
L1
10052017 2017 00386534-0001 * UNITED MOTORS NIGERIA 000 NGN Draf
oo
10082017 2017 003885340001  UNITED MOTORS NIGERIA 63000 NGN Submised
Lo
26042017 2097 000-000002  BBE 2294279925 NGN Oran
270302017 2017 0-0001 - EZEGWU UNITED MOTORS 500000 NGN Dran

UMITED

10032017 200 0000001 MUSAYUSUF & CO LTD 000 NGN Oratt

OISR 8 00 LTD 2095 NGN Dratt

Path=m.f0.mem -
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Final approver reviews the approved contract by clicking on Contract line

W oM ST b LTI e e T e T T, e
Eie Edit View Migtory Bockmarks Jooks Help
| W pemaa - TEST - build 117238 = | 1. Proktem loading page. o]

pimtest gimis.gov.ng i/ be

ECUTION

Procurement

Contract; C-00001016

Contract info ~ Contract Lines Agachments

Contract Lines
No = LmeType « Class | Code + Description + Quastity + Unit + Price «+ Discount + NetValue + Tax » GrossVaslue s PL D0 Date = Year o
1 ITEM 0001 NEWSPAFER TEM VWNGUARD 100 pe 20000 G00% 20000 VAT 21000 18072017 2017 |
2 MEm ACCOOLERS PANASCNIC (TEM Panasoic & ¢ coolers 200 pe 10000 0.00% 20000 VAT 210.00 16072017 200
TOTAL 40000 420.00
Totat 2 - Disptay 12
« Back 1o st

If satisfied or not he nevigate back to Contract info page to finalise or reject

v c PP
Contract Info | Contract Lines  Attachmwents
Contract Info rrint
Contraet Info.  C-00000581 Delivery Term
Supplier Document No: Employee X:3301-4478  James Hill
8PP Document No Supplier Phote
MTEVFEC Document No. Supplie: Email
Budget Year 2018 Curruney NGN 1
Contract Date o/ 10/2018 Total Amount. 4 4310 945.00
Dulivary Date 1712018 Tus Amount 210 04500 | View Tax Details
Supplies CO3E8534-0001  UNITED MOTORS NIGERIA LTD Total Amount NONI 4 410 045.00
Buppller Country NG Nigeris Tax Amourt NON. 210 045.00
Paymunt Turms NET14 = Dus date in 14 cays Status  Approved
Fund. 03101  CAPITAL DEVELOPMENT FLND
Description.  New Cars for Petrol

Delivery Address

City Address Line 1
Area Address Line 2
Zip Code Address Line 3
"o Box Address Line 4
Address Line 5
Contract Status History
Cate Status Responnible Ferson Communt

03/10/2010 15:43 Draft Training Trainng

03/ 1O/2010 16:40 Submitted TFraining Training

0N 10/2018 16:40 Ry ievied Training Traning

010/2010 16:40 Approved Training Training
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BUDGET EXECUTION

Procurement

Contract: C-00000561

«" Contract finalized successfully!

Contract Info

Contract Info

Contract Info
Supplier Document No

BPP Document No:

MTR/FEC Document No
Budget Year

Contract Date
Oelivery Date

Supplier

Supplier Country
Payment Terms

Fund

Description

Delivery Address

City
Area

Zip Code
PO Bax

Contract Lines

=]

Attachments

C-00000581

N
@®

01
03/ 10/2018
17102010
003885634-0001  UNITED MOTORS NIGERIA LTD
NG | Nigeria
NET14 | Doe date in 14 days
03101  CAPITAL DEVELOPMENT FUND

News Cars for Petrol

Contract Status History

Date Status
/1072010 15:42 Draft
QN IV20108 10.40 Submittes
03/10/2018 1640 Reviewed
03/10/2016 18:40 Approved
Q3/1G/2018 10:41 Finalized

4. PURCHASE ORDERS

Delivery Term

Employes

Supplier Phone:

Supplier Email

Currency:

Total Amount

Fax Amount:

Total Amourt NGN
Tax Amount NGN.

Status:

Address Line 1

Address Line 2:

Address Line 3
Address Line 4

Address Line 5

Responsible Person
Training Training
Training Training
Training Training
Training Training

Training Training

X-3301-4478

NGN | 1

4 410 94500
210 045.00 |
447094500
210 D48.00

Finalized

Create Delivery Note Primt

James Hi

View Tax Details

ROLE PLAYERS IN PURCHASE ORDERS

A purchase order can either be created manually or generated based on a

requisition in the Finalized status. The procedure is similar to that of contract.
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4.1 The desk officer login and ffollows the path Procurement > Purchase

Orders

Ii|_|ﬁ_|u|‘ |(dti |k ,|u“
Ciesta e Er3untcny "

achh

chhnard
yasiilal U

C

§

messages
Setct

Purtaese Orgeny \_
Tmoes N

296 Urowrs WOty Wy WOt e e Tge

Jok Congeton (erifcey —

4.2 Click on Add New Purchase Order to open Purchase Orders page.

"

122

Paritane (eidere

Proc

Nagunmons

PUrEnase ey |
Purchase Order comsn

Pbrory Nows v
Purchase Order List 2ot Oriaie 4 A ww e e ofder
Order Mo * Ors 2b Comphtion Cuimfcates v Seppies ' Amoant ¢ Cotrency » St

4.3 Fillin the fields o

n this page and click save.

sae

Add Purchase Order

Purehase Order Info
L
—/Purcnase Order info

Ocder No
Supplier Doownent No
BPP Document No
MIBFEC Document No
* Budget Year

* Ovewr Dutw

Delivery Date

Descriphon

Delivery Address

City

i e
oz e |
PO Box Address Line & |
Addrass Live 5
S——
8 2 Budpet Esecution - =, e - ~ =

aneg  Log o

4.4  Navigate to Purchase Order Lines click on it to open t and ‘Add new Line’

T ’ . BUDGET EXECUTION Temirvng Vemining | Log et
Ak \pp Payables | R Cash 0| Gt

Purchase Order Lines

No =« LineType & Class|Code
TOTAL

Purchase Order: PO»%OOES

Purchase Order Info Purchase Order Line

e \l/"
4 Add Requisiion Lines AdD new liew

+ Descripton Quantity &+ Unt Price « Discount « NotValue & Tax o Gross Value & PLDIv. Date s Year .

0.00 0.00
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4.5

Line No: 1
* Line Type
¢ Class
e Coda:
Description:
* Quantity / Unit
* Price
Discount:
* Tax:
Withholding tex
* Budget Year
* Budget Line
* Rtem Store:

* Panned Delivery Date:

4.6

Add Purchase

Line No

CLine Type

Y Class

¢ Code
Doncription

* Quantity /uni
Y Price:
Discount

* Tax
Withholding tax
“ Budget Yoar
* Buodget Line
* ltom Store:

* Planned Delivery Date

4.7

Add Purchase Order Line

ftam «
PUB | PUBLICITY TEMS
BKL | BOOKLETS
4000 pc | Place v

4o0d]
5 Parcent v
VAT | Value Added Tax

-

2016 v

22021003-02201 | PUBLICITY &amp, ADVERTISEMENTS

SH_MAIN | State House Main Store v

04/1172016 &

Order Line

2
llam
| PUB [ PUBLICITY ITEMS
THM | T-HHIRTS
200 | pe | Plece v
400
|0 | Parcont v

| VAT | Value Added Tax

[ 2010 ¥

[ 22021003-02201 | PUBLICITY &amp, ADVERTISEMENTS

HH_MAIN | Bitate House Main Htore v

| 0412096 [

Fill in the fields (Line 1) on this page, click save and new

an

e e

Fill in the fields (Line 2) on this page, click save and close

Close @

Purchase Order appears for Editing or Removal

- * BBl BUDGET EXECUTION Traning Traming | Log out|
) pprop P Payables Receivablos Cash Managemont Inventory Assots
Lines
Purchase Order: PO-00001005
Furchase Orderinfo  Purchase Order Lines  Aflachments
Purchase Order Lines + Add Requisition Lines 4 Add now lina
No « LineType « Chass|Code » Description + OQuantity » Unt &+ Price ¢+ Discount s+ NetValue « Tax »  GrossValue « PLDIv.Date + Year ¢
1 ITEM PUB  BKL ITEM BOOKLETS 400000 pe 400.00 500% 152000000 VAT 1598 00000 04112018 2016 Eda | Remove
ITEm PUB  TSH ITEM T-SHRTS 20000 pc 400.00 0.00% 80 000.00 VAT B4 00000 O4M1120%6 206 Ean| Remove
TOTAL 1600 000,00 1 680 000,00

Total: 2 | Display- 1-2

Every role player must navigate back to Purchase Order Info tab to perform
their roles: Submit, Approve and Finalize,

4.8
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Purchase Order: PO-00001005

- Purchase Order info  FPumshase Ower Lines  Antaonowms

— Purchase Order Info Print

Ocder No:  FOOD001008 Delivery Tecm

Sumptier Docurment Mo Emploges: 533014478 James Ha
BrP Docoment Mo Supplier Phore
MITUFEC Docummnt No: Suppiee Emad
Budget Yaat: 2018 Currwney:
Ovder Date: Oy Total Aot

Oeiivery Oate. 0@t Tau Asmount

Rapolier 0GGO0

JOFA PRINTING AND PLELICITY COMPANY Tkl Amout NGH.

LIMITED Tax Amourn NGN
Supplier Country: NG | SNgerda i
Payment Terms:  NET2)  Due date n 21 cays
Fund 03201 MAIN ENVELOF - OVERMEAD
Owscripton Fobecaton
Delivery Address

City. Address Line
Nes Address Line 3
Tip Coxte Advess Line 3
O Bas= Addrwas Line &

Addranss Line 5

Purchase Order Status History
Date Statuy Responsible Pecson Comenert

D4/ 102016 08 .44 Deatt Tameg Trsmog

-~ o HETEN T
4.9 The Reviewer logs in and follows the path Procurement > Purchase

Orders and clicks on submitted Purchase Orders number
0 PN 21 TEST - bl 117,268  Mola Frefon T . . . o R s W TN, e ) e

Ele Rt Yiew, History, Bookmmis Joob:_Help S S -_ln .
| W PEM3E - TEST - build 117238 - T e

ﬁ".igdmis;ﬁﬂgr’" pimtest gémiz.gov.ng /pfm/be <

‘. r'. A £T EXECUTION
- ﬁ Apptoprlations | Procurement I
- Purchase Orders Requisitions.
— (g —
Purchase Order contracts

Dalivery Notos
Purchase Order List Job Orders + Add new purchase order
Order No v Orge JobComgletion Certificates = Suppher C Amoust = Currency «  Status
e 2047 (=]  susmitedfs] Find
tavzoy a7 0000007 DDO $6150000 NGN Suarmutiea =
23012017 2017 000-000001  SUPPUER NAME 158000000 NGN Suamitieq
10012017 2017 000-000002 BB 262500000 NGN Susrmifisa

Totst 3 - Displsy 1-3

He clicks on purchase orders line to review individual transaction

25



@ PFM 31 - TEST - bulld 117268 - Mesila Feefox
pERCEA Yiow, Hitory, Bookmarks: Jook:_Hein S S =

| W PEM3L - TEST - build 117238 M o |4

-
pirtest gémi.goving/ o be
- (’.‘ oo

- Gougle PR
| — Lines

€ @ gimizgovng

Procurement

Purchase Order: PO-00001297

Purchiase Crder info  Purchase Order Lines _
Purchase Order Lines

No » LineType + Class|Code

+  Description +  Quantity « Umit + Price s+ Discount « MNetVilue « Tax + GrossValue « PLDi.Date + Yoar «
=
1 TEM AMPOPER  A4001 ITEM A% PAFERS 4000 pc 4000000 200% 160000000 VAT 5% 168000000 30M12017 2007
TOTAL 1600 000.00

1680 000.00

« Back lo st

Tetat 1 Display 11

Please see 4.8 to ap

-
=
Jip Cann
Puschase Ordee Stamss History
= = — i
= =k
- [ e | |

4.10 The 1st Approver logs in and follows the path Procurement > Purchase
Orders and clicks on Reviewed Purchase Orders number
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@ PEM a1 - TEST - Bl 157388 Waaiia Freion T e e
PRSI ew, Hitoerl foctuts. Joo bt BN .
i.wmm-rm-wiwuumm R

-~ e .
6~‘ﬂwg -"""‘79‘"'"'579?\"39!"‘ be ) - B - E= ":,' - V ) 79 '
[ -
st — Purchase Drders Regquisitions
|
Purchase Order conracts
Deiivery Notes
Purchase Order List Job Orders + Add new purchase order
Order Ho ~ Orger JobComgietion Certificates = Supplier = Amount s Currescy = Status
= 2007 = Approved [=] Fimd
10052017 2017 008703040001 - S5 ABIAPALM NIG.LTD 420000 NGN Aoproved o
13912017 2017 000-000001  SUPPLIER NANE 20000 NGN Approved _
12012017 207 00015856-0001 | INCOMTEL NIG. LTD 525000 NGN Approved
12002017 2017 N5131610001 PNTEK NIGERIA LTD 1050000 NGN Approveo

Totat 4 Drsplay 14

He clicks on purchase orders line to review individual transaction

@ e - TEsT - T
Fibe Edit View Migtory Rookmarks Iwk_@_t—_ALr
| BB Pen 31 - TEST - build 117298 * | 1. Protiem iouding page LS

Trainsng Training

Purchase Order; PO-00001271

Purchane Crder info ~ Purchase Order Lines  Attachments

Purchase Order Lines
No = LineType + Clasa|Code + Descripton + Quantity s+ Unit + Price + Discount +  NetValue +  Tax . Groos Value «  PLOWv.Date + Year «
=
1 EM A PAPER Al ITEM Ad FAPER 100 pc 200 06 0.00% 20000 TAX_FREE 20000 12022017 2017
TOTAL 200,00 200,00
Tetat 1 Display 141
« Back to list
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Furcnase urger; Fusuuuysug

W Purihass Orems sutesting seccrnitdyt

Prchuse et Ivfs e O e Sty

Purchase Order Info

Orcdor e OA0001304

e (e b

eneriphany o o b -

Puechase Order Statn Hisdory

£ e
momT 2a e
vt e o

Please see 4.8 to approve

’ W Purchiase Order approved wuccasshuly]

| Purohase Order Iito
Purchase Order Info

Oriwr Mo

Dl lwr Doammmt Mo
P Dovmei Mo
MTIVEREC Dootmsnt No
Budget Youi

Ortler Date

Duelivery Dute
Sipapsl e

Nuppd s Gty
Payimnnt Turims.
Pual

LT
Delivary Addross

ity
Arwn

i Conde
1O Box

Purahene Ofel Lines

AN B0 MWMY

PO00001000

w8
o4 vaote
41018

000001010001 JOPA FRINTING AND PURLICITY CO

LIMITED

ND  Nigaiia

NETIY - Dus dite i 3 days

03201 MAIN HNVELOF « OVIRHEAD
Ut tinn

Purchane Order Status History
ate
OW/10/2016 O 4)
041072010 00 0)
OA/10/2010 09/02
04/10/2010 00,03

o Mook to lin

Batus
Drah
Dubmitiad
May vt
Apioved

Dubaery Tare
Pty LRI s
S Mhorw
e st
Comvmny WM |

Adtrees Lire |
Assives Liva 3
Adorns Live 8
A e &
Adns Lo &
Rasgrrrase Perses
Ty ooy
Sy Ty
Dwlivery Twrm
Lmpluyes
Buppd o Phoow
Nl iwt Emviall
Curtwhey
Total Ao
T At
MY Total At NON
Tren At NON
Matin
Adidruns Linm ¥
Aihdronn Livw 2
Arkidrwnn Linw 2

L
Line 5

Penponsiile Petson
Traiming Trainng
Tiaining Training
Trainang Training
Timining Trmining

Fiint

KBS0V AATE | Jamen Ml

NON Y

1 000 000 00

00 000 00 | Vinw Tan Detalle
1 800 000 00

1O 000 00

Anproved
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5. JOB ORDERS

e

ROLE PLAYERS IN JOB ORDERS

FINAL
APPROVER
N

_/

5.1 The desk officer follows the path Procurement > Job Order to open Job

Orders page

Remnb.
Pwritase Crlay
A e
Leteery s

it L) —l
PR i

L A L

5.2 Click on Add New Job Order to open the Add New Job Order page

DUDGET EXECUTION

Procurement

Job Orders
Job Orders
Job Order List
Oxcler No = Ordet Date
200000380 23092016
2000000281 22092016

s Year

2016

2018

2018

+ Add new job ceder

:  Suppller s Amowt : Currency :  Status
{Penang] v Fired
0000001  MUSA YUSUF & CO. 000 NGN Oraft
Lo
000-0001 MUSAYUSUFACO 21.00 NGN Dratt
LTD.

5.3 Fill in the fields on this page and save:
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Add Job Order

Jab Order Info '

Job Order Info

Ordet N

Suppliet Document No:

8PP Document No:

MTBIFEC Docament No:

Delivery Term
Employwe
Supplier Phone:

Sopples Emait

Ka3I0EA4TE . James Bl | Find | Clem

Budget Year: 2076 ¢ Currency: NGN  »
Outor Date: | D410
Defivery Date: | 18102018
Suppber; 00000109-0001 TASKS SYSTEMSLTD Find
Suppier Country. NG | Nigeria .
Payment Terme: | NET14 (Dusdaten 14days  »
Fund: | 02201 | MAIN ENVELOR - OVERHEAD u
Description
Delivery Address
City: Addeess Line 4
Area: Addeens Line 22
Zip Code: Addeess Line 3
PO Box: Address Line 4

Addeesy Line §

Leg eut

Trainitng Traiming

Job Order: JO-00000387
Job Order info ~ Job Order Lines  Aftachiments \i—l

Job Order Lines + Add Requisition Lines

No = LineType + Clsss|Code + Descripton Quantity « Unit « Price »+  Dacount +  NetVabue + Tax o« Gross Value « PL O Date  « Year
5.5 Fillin the fields (Line 1 ) and save and new
Add Job Order Line Close @
Line No: 1
* Line Type: Cost v
Class: n
Code: n

* Quantity / Unit

* Tax

5.6

* Description:

* Price:

Discount:

Withholding tax:
* Budge!l Year:
* Budge! Line:

ftem Store:

* Planned Delivery Date:

Fill in the field (Line 2) and save and close

Consultation on tracking syytem

10 ht | Hour v
1000
0 Percent v
VAT | Value Added Tax v

2016 v
|22020401-02201 | MAINTENANCE OF MOTOR VEHICLE / TRANSPORT EQUIPME n

v

1871072016 ()

L}




Add Job Order Line Close @

Line No: 2
* Line Type: ?sl v
Class:
Code:
* Description: Consultation on Electronic Tickets
* Quantity / Unit : 4 [ hr | Hour v
* Price: 2000

Discount: 0 Percent v

* Tax: VAT | Value Added Tax v
Withholding tax: v

* Budget Year: 2016 +

* BudgetLine: | 22020406-02201 | OTHER MAINTENANCE SERVICES| n

ftem Store: Xy

* Pianned Delivery Date: 18/10/2016 [&

sove e

Job Order: JO-00000387 j

Jeb Ovgel Inty  Job Order Lines | Atachimants

Job Order Lines 4 A0 Reguisition Lines - Add hew linw
Nos Line 5 Cuass| + Description + Quantity s Untt s Price s Discount « Mot Tax o Gross + PLDiv. = Year s
Ty Cooe Valuw Value Dot
1 ©ost Consuftatan on wacking 1000 he 100000 000% 1000000 VAT 1050000 1802056 2016 Edit) Remoyn
wyptam
2 cost Consattatan an Becronc 400 nr 200000 000%  BOODOO VAT BA0000 1BN0Z0N6 2096 Edn| Remoyn
Tioxwrs
T0TAL 14 000.00 14 800,00

Total 2 | Dwaptay. 1:2

5.7 Navigate back to Job Order Info page to Summit, Approve, and Finalize

| & e

Job Order: JO-00000387
_/ Sob Order Irnfo Joo Orser Linas Artac nrmers

—
Job Order Info Frint
Order Infa:  JO-00000T Omtlvmry Torm
Bipptinr Documers Mo Empioyes  X-320144TE  James HO
Y Documene Mo Susmtion Mhane
MTIVPEC Docmers Mo: Supstiar Emait
Budget Ywar Currwney:  NON
Ot ther Dt Totel Amoues 18 90000
Outivery Dite Tua Aot 900 00 | View Tue Duwtaiis
Supplier. 000001080001  TASKS SYSTEMS LTD Total Aot MG T8 900 00
Suppkier Commry NG Ngeea Taa Ament NGN 500 00
Paymieed Torms. NET4 | Due d3cw i 14 2ays Bestus:  rant
Furet:  OI301  MAIN EMVELOP - OVERMEAD
Owacriptoer
Delivery Address
ity Acwess Line
Arwa Acdsens Line 3
Dp Code Ackrwun Line 3
O Do A was Live 4

AcEwss Line 5

Job Order Status History
Caw Seatus Reaponsitie Persan Comment

D4/ 102038 10-a2 Ceaty Taning Trameg

P -




5.8 The Reviewer logs in and follows the path Procurement > Job Orders and
clicks on Submitted Job Orders number

@ Pem a1 TeST - 1398 73
Eoe Edt View Hitory, Bookmars. Jooks Heln SESSS e = -
| B PEM 31 - TEST - build 117238 x n L] A e o
€ @ aimisgovng i gt gémisgovng ol e v ¢ [{38 - Gougie o
- (.’3. BUDGET EXECUTION
“ Apptoprlations | Procurement
- Job Orders Regusiions
Purchase Orders
Job Orders Contracts
e
Job Order List Job Orters + Agd new job order
Ordler No ¥ Orger [ Job Comgietion Certificates Suppliar C Amount = Currency =  Status :
= [=! | sutmied[s’ = Fied
nen22016 210 00000109-0001 TASKS SYSTEMSLTD 105000 NGN Submited o
06/122015 2016 000-000002 * BBB 230400000 NGN Submed _
20112016 2016 000-0001  MUSAYUSUF & CO LTD 5250000 NGN Submiteq
17082015 2015 00000027-0001  LOUCAS & COUCOULIS 52552500 NGN Submasd

L

Total 4 - Display 1.4

https://pfmitest.gifmis.gov.ng/pf 0. urement_bes.job._orders&aea¥iidgetventPathz mf menu -

LSl

He clicks on purchase orders line to review individual transaction

@ Fem a1 - TeST - BUTTTIGE 20

Ede Edit View Higtory Bookmarks Jook Help i - -

|0 PEM 31 - TEST - build 117298 - n 3 ———— a e =007
& @ gimisgovng ties /pimiest gémis.govng i/ be e[ Secgle 2 f

[ Bl BonGeT EXECUTION
“ opii Procurement

Job Order: JO-00000543

Job Order il Job Order Lines

Job Order Lines
No = LineType + ClasaiCode + Description +  Ousntity + Umit Price «+  Discoant « NetValwe « Tax +  GeoosValue « PLDIv Date « Year o
=
1 cosT parchiasa of Hoocks 40000 pe 600000 500% 228000000 AT 239400000 0GOAR20MT 2018
TJOTAL 2200 000,00 2394 000,00
Teeat 1 Display 11
« Back to list
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Please see 4.8 to Approve

200 Cwgee Voo Jop Dner Lines  Ataesewerns

Job Order Info .

B LT EO NOTONS MO LD

Delivery Address

Ares

[T

Job Order Status Mistory

Comement

5.9 The 1st Approver logs in and follows the path Procurement > Job Orders
and clicks on Reviewed Job Orders number
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@ M TSt 128
Ede Bt View Higtory, Bookmarks Jools Heln SN S _-_Ia. -
| B PEM 31 - TEST - build 117238 - S 4

€ @ gimisgovng i i gémisgovng ol e - e e
&
“ opt Procurement
wret — Job Orders Regusitions
Purchase Orders
Job Orders Contracts
Dalivery Notas
Job Order List Job Orars + Agd new job order
Ordler No * Orger Job Comgietion Certificstes = Supplier : Amount = Currescy = Status
=l Approved [=] Find
J3D00004%1 18112016 2018 00000109.0001 | TASKS SYSTERELID 7607250 NON Approved =

Totst 1 Display 1-1

He clicks on purchase orders line to review individual transaction

SN T b 111258  Mosila Fovtos TR O e s I TRt =1 kvt
Ede kAt Yiew Hitory, Bookmais: Jool: Helm SRS s NN -
| PEM 31 - TEST - build 117298 - TS d

f gitmisgoving et/ pimtest gémisgoving pfm/ e C |19~ G Pl
(.E7 BUDGET EXECUTION
L ] optl Procurement

Job Order: JO-00000543

Jok Crder info  Job Order Lines

Job Order Lines
No =~ LineType + ClasaiCode + Description +  Ousntity s Unit « Price «  Discoant « MNetValwe « Tax +  GrossValwe « PLDvDate + Year o
|
1 cosT penchasa of Dooks 40000 pc 6000 00 500% 228000000 T 239400000 0GOAR01T 2016 -
TOTAL 2 260 000.00 23984 000,00
Tetat 1 Display 11
« Back fo list

https://pfmitest.gifmis,gow.ng/ pfm/bes an Transactionids ov.. Parameter= dassCodediara WidgetEventPath= m S0.menu f2.list -

5 &

Please see 4.8 to approve
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[ QY- p—

e

Job Order Info o

5.10 The Final Approver logs in and follows the path Procurement > Job
Orders and clicks on Approved Job Orders number

@ Pem . TEsT . 1298
Eoe bt View Hitory, Bookmars. Jools Heln S

——— . - -
|MPeM 1 TEST - build217238 x| Prokem doading page B — d e 7
P P e m———— e | {29~ songie Al e

“ ¢ Procurement
L — Job Orders Regusitions
Purchase Orders
Job Orders Contracts
Delivery Notes
Job Order List son == W
Order No = Orgar JobCompietion Cartificates = Supplier s Amount = Currescy = Status :
= [appoea (=] Fea

J300000421 1112016 2016 00000108-0001 | TASKS SYSTEMSELTD 7607250 | NGN Approved —

Totst 1 | Display. 1-1

He clicks on purchase orders line to review individual transaction
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£ 0 o B e T A .
ERRER Yiown Hotoyy Boctnnds Jook B"L-__;__-__r.

=t gémis.gov.ng pfm e

Trainsng Training

TEXECUTION

Procurement

t— un Deoecs — Lines

Job Order; JO-00000543

Job Orderinfo  Job Order Lines  Atachmants

Job Order Lines
No ~ LineType + ClasaiCode + Description +  Ousntity s Unit « Price «+  Discoant « MetValwe « Tax +  GrossValue « PLODvDate + Year o
P
1 CosT 40000 pe 600000 500% 228000000 AT 239400000 0GOAR20MT 2016
TJOTAL 2260 000.00 2394 000.00
Teeat 1 Display 11
+ Back fo list

Please see 4.8 to Finalize

Job Order: JO-00000387
o Job Order approved successhully!

Job Order Info  Job Oroer Lines Atachments

Job Order Info Prim
Order infoc  JC-2000034T Oeliwary term
Supplier Document No. Emgloges  X-3301-4478  Jaewa Hll
BPF Dosument No: Jupplrer Phone
MTBIFEC Document Mo Scmplinr Email
Bodget Year: 2010 Currency:  NGN
Order Cate:  04/10:2018 Total Amours: 18 900 00
Delivery Cute 18102018 Tax Acvourt 000 00 | View Tan Detalis
Suppiier:  DOOO0IOR-0001 | TASKS SYSTEMS LTD Total Amount NGN- 18§00 00
Supshior Country. WO Ngeea Tax Amourt NON. 50000
Faymert Torms. NETI4 | Due date n 14 days Status Approves

Pana 02301 | MAIN ENVELOS - OVERMEAD
Dwserigrtian

Delivery Address

City Address Line ¢
Aven Addiess Line 2
Zp Gode Address Line 3
PO s Addiwas Line &

Addiwss Line 5

Job Order Status History
Date Statin Hesponsibie Persan Camement
Ot

/1072010 10-42 g Tramng

04:10:2018 1100 Submines Traisng Training
S4/A2008 1110 Foviavm: Traming Trmning
C4/10:2019 11:10 Approves Trameg Trainkg

« Back to list
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Job Order: JO-00000387

] W Job Onder nalized

v \H

‘ duly Order Infa | Jub Orswr Liney  Alashments

Job Order Info

Orwy It

Buppliet Doo i N
WP Dosument My
MIWFEC Dooumwit No
Budget Yoar

Orite Diate

Dalivety Datw
Huppive

Buppling Counbry
Faymunt Tarims

Pl

Owwirt g

Dolivery Addrass

City
Area
21 Coe
1O Moy

JO-D0000INY

000
04103010

110010

000001000001 | TABKS BYSTEMS LTD
NO | Nigena

NETIA - Dy aate ih 14 days

02201 MAIN INVELOP « OVERHEAD

Job Order Status History

Date Bt
04102018 10143 D
O4/10/2010 1100 Bubnvied
o4/103018 11110 Naywvmd
04/10/2010 1110 Approved
04102018 11 10 Finahues

6.

DELIVERY NOTE

Crwutu Job Completion Cueitifiuate

Delivery Twim -
Finploysw KA0LAATE - Jnnes Wi
Supption Pl

Buplinr Email
CUreimy NON 1
Total Amount. 18 900 00
Tun Aot 000 00 | View Tax Datalls
Total Amourd NON 18 900 00
Tan Amounl NON 000 00
Matin| Finaslieen

Ak nn Liow Y
Adidrwns Lirw 3
Adierns Livw 3
Addeonn Lime 4
Addbewin Liw &

Renponaible Pecvon Comment

Traming Trmning

Taining Temining

Naming Traming

Tiaiving Teaining

Taming Tranng

DELIVERY NOTE PROCESS

Completed
Contracting
Process

MDA Procurement
Officer

Create Delivery
Notes for Job
Orders, Purchase
Orders, or Contracts

MDA Procurement
Head

Review Delivery
Notes

=
Y

>

o

=

o

o 8

<< Approve Delivery

E’ \[e}{=

o

<T

(=)

=

~

Y

>

o

2

o

o - )
< Finalize Delivery
= Notes
i

<t

(=)

=
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s N
ROLE PLAYERS IN DELIVERY NOTE

o /

A delivery note can either be created manually or generated based on th
contract in the Finalized status

6.1 The Desk Officer ffollowss the path Procurement > Delivery Note page

Create Delivery Note Clowe @

* fecopt Date 03102018

Description: | New Cars or Peyo |

e

6.2  Follow the path Procurement > Delivery Note to open Delivery Note page.

’ﬁIwm-lmmnmum"M|W|QNW|Mw|M“

Vew Requations
Purchass Oriery

Contract: C-000 " i ;

Delivwry Noms _ |
Contract info  Cormadt Lirss

Joo (vamrs \/

Job Comphetion Cattfcates
Contract Info Creats Detbvnry Note Pyt

6.3 Click on Generated Delivery Note

Dtivery Nines

Delivery Notes

Delivery Note List 4 AIM Rew Detenty nite
Do meet Wi * NecounDate « Yoo o St v Supebes Docomest N0+ Sl
200 Porang v (™~
_? 020201929 AN18Q016 2018 POJOEI)4-0001 | UNTED MOTORS WGERIA LTO pa
—
JaosJoie 0 SO0 11RO CLUREE N T O
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6.4 Click on

Delivery

Note

Ii CET T B T T T — e— e

Delivery Note: DN-00002015

Dwheury Nets s Delivery Note Liws  ABaksinants

Delivery Note Lines

Wo  OuwserbLine L Yype
C-0M009499 e
C-0M00N82 Aoset

« axh e nat

TOPR T DOOPRERGUIN | HUMAD Resmrcor

GIF
L i N

Chass | Cote Descrnption Cidier Ot Gty

Monr wehiony AEHET 000

Matar vmnicins ABSET 000
e W MRagaT RO

Lines to

view the

Duwveres Oty Ui Store
100 bC
100 pe
Tulal 3 | Dhapay 23

Click on the delivery note info taband submit

Delivery Note: DN-00001529

Delivery Neta Info  Delivery Note Lnas

Delive l te Info

Document Noc  DN-00001529
Suppibiet Document No:
Budget Year; 2036

Recegt Date: 0102016

Delivery Note Status History

Date

031102016 1656

« Bock to ist

Attatenmants

Suppavr
Description
Currancy
Status.
Status Responsitie Person
Drat Training Trairing

00388534-0001 ~ UNITED MOTORS NIGERIALTD
New Cars for Pevol
NGN

Drat

Comment

o I I

I

list
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6.5  The Reviewer follows the path Procurement > Delivery Note page and clicks
on Submitted Delivery note number

@ M TesT. 1268 0
Eie Edit Vies Migtory Rockmarks Jook Help o - - -
%lwmm-rm-u«euuum = n Y BT [— i

pimtest gémis.gov.ng plm e & |3~ Socgle

Procurement

— Delivery Notea Reguisitions

Delivery Notes  costracss

Dakvery Notos
Delivery Note List Job Orders + Al new Delivery note

Docement No v Receg Job Comgietion Cartificates Supphier +  Supplier DocumentNo +  Status
= Sutmited [»' | Fmd
DN-00001092 12122016 2016 00000197-0001  JOFAPRINTING AND PUBLICITY Submited =
COMPANY LINITED
15112016 2016 00386534-0001 * UNITED MOTORS NIGERIALTD PO-00001143 Submited _
1052016 2016 00388534-0001  UNITED MCTORS NIGERIALTD Submaed
16022015 2045 00000132.0001  TRANE NIG RD HALNAGE LTD Submsted
150812015 2015 00000027-0001  LOUCAS & COUCOULIS LTD Submired
15032015 2018 00386534-0001  UNITED MOTORS NIGERIALID Submited
15002015 2015 00386534-0001  UNITED MOTORS NGERIALTD Submited

Totst 7 - Display. -7

He clicks on Delivery note line to review individual items
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@ rimaTest 128 ' -
rf—l‘.)ﬂ Yew Higtory, Bookmarks: Jools Help SR - -
T e P e T 7 (—p——" 2

pimtest gimis.gov.ng /i be o8~ Goog

Procurement

Delivery Note: DN-00001773
Debvery Note il Delivery Note Lines

Delivery Note Lines

No  Order Line Line Type Class | Code Description Order Open Gty Delivered Gty  Unat Store

T S T T —

Totat 1 Display 141

* Back to st

The delivery note will now be Reviewed/Approved

Delivery Note: DN-00001529

o Delivery Note submitted successtuty!

- Delivery Note info ~ Datvery Note Lines  Amaxhmants

Dellvery Note Info

Document No:  DN-D0G01529 Suppler;  90385534-0001 | UNITED MOTORS NIGERIA LTD
Supphet Document No: Description:  New Cars for Petrod

Fadge! Year: 2016 Carrancy:  NGN

Receipt Date 0ana201e Status:  Sutimitied

Delivery Note Status History

Date Status. Responsitie Person
03102016 1658 Deaft

Comment

Trainng Training

03102016 17:12 Submmed Trainieg Trainiog

« Bacx to iist

6.6 The delivery note will now be Approved
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Delivery Note: DN-00001529

J Delivery Nole submitted successfully!

Delivery Note Iinfo  Dadvery Note Lines  Amaxhemants

Dellvery Note Info Prt
Document No: DN-D0GO1529 Suppler;  20386534-0001 | UNITED MOTORS NIGERIA LTD
Supphet Document No: Description:  New Cars for Petrot
Fudge! Year 2016 Cammancy: NGN
Receipt Date 0ana201e Status:  Sutimitied

Delivery Note Status History

Date Status Responsitie Person Comment
03102016 1658 Dt Traireng Training
03102016 17.12 Submmed Trainieg Trainiog

6.7 The Final Approver follows the path Procurement > Delivery Note page and
clicks on Approved Delivery note number

@ Pem a1 - TeST - U TTIGE g
S Bt Yiew Hitory Bookmmbs Jool: Helm SN S = .
[MPe a1 -TEST-build227238 x| Prokiem loading page R .~
€ @ gimisgovng ties/pimtest gémis goving ol e ¢ |1 29~ sogie Pk
¢ 9 BUDGET EXECUTION
] J Apptoprlations | Procurement
— Delivery Notes Regustions
Purchase Orders
Delivery Notes  costracts
- D |
Delivery Note List Job Orters + Ad new Defivery note
Docement No > Recel JobComgietion Certificates = Suppher * Supplier DocumentNo =  Status
4 Approved =) Fimd
£M-00001971 13422014 2016 003865340001  UNITED MOTORS NIGERIALID Approved =
D-00001741 151912016 2016 000-0003 | SOLID INS BROKERS Approved
o000 04042016 2016 000000001  SUPPLIER NAME Approved —
177092015 2015 treas | AWALAFURNITURES LTD Approwed
17082015 2015 lereas  AWALAFURNITURES LTD Approved
170902018 2014 toreaa | AWALAFURNITURES LTD Approved
15082015 2015 00386534-0001 | UNITED MOTORS NGERIALTD Approved
DOI-00000882 151082015 2015 003865340001  UNITED MOTORS MGERIALTD Approved

Totst 8 - Display. 1-8

/pfmi/beslamTransactionidso..= procurement_bes,contracts & araidget EventPath= m menu

To review individual Delivery Note items, he clicks on Delivery Note line
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@ Pem o - TeST T
Eoe it View History, Bookmmks Jools Helm SN e

-
| W PEM3 - TEST - build 117238 -I_Qmm '|:I‘-|“_ -

- e .
€ @ giimisgoving Foto: //pirmtest gémis.goving o be

e [ Pl
- W coocer execumon Traang Training | L0g
“ Procurement :

- ary hites — Lines

Delivery Note: DN-00001069

coney s syt

Delivery Note Lines
No  Ocder Line Line Type Class | Code Description Order Open Oty Delivered Qty  Unit  Store
=
1 JO-0000G215-1 Cast Consultation on Tracking systam 000 800
2 POO00005151 Aaset Toyces Camiy ASSET 1.00 100 pe
Tetat 2 - Display 1-2
« Back to list

If satisfied, he nevigates back to Delivery note info tab to Finalize

Delivery Note: DN-00001529
J Delivery Note approved Successtuly!

Delivery Note ifo ~ Delivery Note Lines  Alatchments
Delivery Note Info

Document No:  DN-00001529 Suppiler 003865340001  UNITED MOTORS NIGERIA LTD
Suppiier Document No: Oescription:  New Cars for Pevol
Budget Year: 2018 Currency:  NGN
Réceipt Date: 031102016 Status Approved

Delivery Note Status History

Date Status Responsible Person Comment
03102016 1658 Deatt Training Traming
03102016 17212 Submaed Training Traming
Q3NO2016 1712 Reviewsd Training Traming
031102016 1712 Appraved Training Traning

I
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I (4 ) BUDGET EXECUTION Trmnang Traning Log out
-§» . ‘ e ) 018"
| Procurement | 3 2

Delivery Note: DN-00001529
o Delvery Note fnalized successtully!

Delivery Note Info  Delivary Note Lines  Amxichiments

Delivery Note Info Create Wvoice  Print
Docurnent No:  DN-0DD01522 Suppler:  00386534-00G1  UNITED MOTORS NIGERIALTD
Suppier Document No: Description:  New Cars foc Petrol
Budget Year: 2016 Currancy:  NGN
Receipt Date:  03/102018 Sttus:  Finalzed
Delivery Note Status History
Date Status Responsibie Person Comment
03102016 1658 Draft Training Training
03102018 1792 Submitied Training Training
03102016 1712 Reviewed Training Training
03102016 1712 Approved Traimning Traming
031102016 17:32 Finakzad Training Training

7. JOB COMPLETION CERTIFICATE.

This is a process of approving that a portion/ mileage of or the whole job order has
been completed, before payment can be effected .

—
Job Completion Process —/

Create Job Order,
Purchase Order, or
Contract

MDA Procurement
Officer

Review Job Order,
Purchase Order, or
Contract

MDA Procurement
Head

o
[

>

o

2

o

g- Approve Job Order,

2 Purchase Order, or

T Contract

<<

a

=

=

)

>

2

Q.

2_ Finalize Job Order,
= Purchase Order, or
= Contract

.

<

a

=
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ROLE PLAYERS IN JOB COMPLETION
CERTIFICATES

N _/

A job completion certificate can either be created manually or generated based

on a job order in the Finalized status.

7.1 THE WHOLE OF THIS PORTION SHOULD BE DELETED

7.1 CREATING JOB COMPLETION CERTIFICATE MANUALLY

JCC Desk Officer follows the path Procurement > Job Completion
Certificate to open Job Completion Certificate page

¥ B BUDGET EXECUTION Training Training | Log oot
Appropdations Procurement Payables Recaivabl Cash M. y Assats
i - Job Completion Centst Redquisitions
Purchase Ocders
Job Completion contrects
Dalivery Notes
Certificate List Job Orders . # Add new certificate
Document No » Rec JobC c N | +  Suppher DocumentNo  «  Status
= 2016 Pendng] Find
C-00000428 041072016 2016 00000157-0001  JOFA PRINTING AND PUBLICITY Draf

COMPANY LINMITED

Click on Add New Certificate to open Job Completion Certificate

Trasssing Tewiniog | Log out

Proc

Job Completion Cerir  Requesitions

Purchase Orders
Job Completion comses I|
Dedvery Notes v
Certificate List Job Ovders + Add new certificate
Document No « Rec JobCompietion Certificates = Supplier = Supplier DocumentNo = Status
2016 [Peading] v Find

2004, 04102016 2016 00000109-0001 TASKS SYSTEMSLTD Drat

Fill in the fields and click save
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Add Job Completion Certificate
Certficate Info witNCate Line Atatehmerts
Certificate Info

« Supphier:  00000197-0001 | JOFA PRINTING AND PUBLICITY COMPANY
LIMITED | Find

Docunent No:

Supplior Docoment No:
Description:
* Budget Year: 2016 v
* Currency NGN »
* Receipt Date: 04102016 =

— ..
Ir

Go to Certificate Lines tab open the find Open Order Lines page

Job Completion Certificate: JCC-00000428 l|
Ceificate inta  Certificate Lines | Aftaichments ».,‘._ | v
Certificate Lines + Find open order lines
No Order Line Line Type Class |Code Description Order Open Gty Dellvered Qty  Unit Store

Select order lines as applicable and click on select marked lines

@ pem a1 TesT - LTS
‘Eibe Edit Yiew Migtory Bookmarks Jooks
[lmm-vm-wuuus

1t
Find Open Order Line close @
Certstig
Ordes No Line Line Type  Class | Code Descrption Order Open  Unit
Certificate Lines No aty I+ find opon orasr s
v Ovdef Line { - Fmd it Sloce |
3 - =
1 Jo-oooo0612 1 Cost REFIRS OF VEHICLE 1200 LOT i
] Jo-00000590 1 Assat 1350 0000000031  ASSET RUBY BMW 200 LOT
o L
I c-00000974 1 Assal CAMDY| ASSET TOYOTA 100 LOT
0000000411 CAMRY
Total 3 Desplay. -3

After adding the lines, click save
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Job Completion Certificate: JCC-00000429

Certificate Infn Certificate Lines

Certificate Lines

No  Order Line Line Type
)O-00000387-1
JO-00000387-2 Cost

« Back to lint

+ Find open order ines

Delvered Gty  Unit Store

Totut 2 | Dasplay 1-2

Go to Job Completion Info tab and Submit, Approve and Finalize.

Job Completion Certificate: JCC-00000429

Certificate Info ~ Cerificate Lines

Certificate Info

Document No JCC-00000429

Supper Document No

Budpet Year: 2018

Receipt Dote 04102016

Certificate Status History

Date

047102016 1156

« Back to Irst

Print

SYSTEMS LTD.

Commemt

JCC Reviewer follows the path Procurement > Job Completion Certificate
to open Job Completion Certificate page and click on Submitted JCC

document
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@ Pem o - TEST 13 =

Ete &8t Yiew Hitory, Bookmmis. Jooks Hel SRS e - .
W oemss RES =

| B PEM 31 - TEST - build 117298 x S

pimtest gémiz govng vl e it PR

Procurement

~ Job Compietion Certn Requisitions.

Purchase Orders
Job Completion costracts
Dalivery Notos.
Certificate List Job Orders + Al pew carilicate
Document o * Re Job Comgietion Certiicstes _ + Suppler Docamentio  + Stotus .
2 2017 Subenitied [= Find
JCC-00000712 20042017 20M7 000-0063  SOLID INS BROKERS 21 Submited =

Totst

Display: 1-1

To review individual JCC item (s) the reviewer clicks on JCC Line

@ Fem a1 TesT - 13, 10
BN Yew Hotoeyy Books Took: Hep SN s = .
|@remas-TEST b1 " ] e - NS

Procurement

~ w1 teates — Lines

cate: JCC-00000712

Cortihcate Info | Certificate Lines  Aftatchments

Job Completion

Certificate Lines
No Order Line Line Type Clasa | Code Descripion Order Open Qty Defivered Qty  Unit Store
]
1 PO-00001340-1 Asset Cars ASSET 200 200 LOT
Totat 11 Display 141
* Back to st
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If the Reviewer is satisfied/not, he nevigates back to JCC Info to
Approve/Reject

Ll =l L R e L e e
dob © Cmrtic ate
artificats Info | Cance LUres  Atmcroents
Certificate Info Prine
= [on— - e TR
e co
Certificate Status History
Ot Seatsn Responmble Fersorn Comment
1312v20% 1812 Crmtt Tramg Traero
e Zeermmied Ty Trwre

JCC 1st Approver follows the path Procurement > Job Completion
Certificate to open Job Completion Certificate page and click on Review
JCC document

@) #M 21 TEST - bl 117308 T RGN ok
Eie Edit View Migtory Bockmarks Jook Help (o - P -
|MPeM3l - TEST-0uild 107298 x|l Probiem loading page 7 -

€ @ gimisgovng ties/pimiest gémis.govng i be & |3~ Socgle pl R

Job Compietion Certn Reguisitions
Purchase Orders

Job Completion costracts

Delivery Notes.
Certificate List Job Orders 4+ Add pew cenmificate
Docement No v Req Job Compietion Certificates = +  Suppher DocumentMo = Status

2017 Reauwed [=| ]

Totst 1 Display 1-1

https://pfmitest.gifmis.gov.ng/pfm/bes anTransactionids.. tPaese =procurement_bes& 40, e

A @ 00 L el

To review individual JCC item, the 1st Approver clicks on Certificate line
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@ oM a1 - TeST - BT

Eibe Edit View Migtory leotm-rk‘x Ioo!;-
JENEERAR Yew, History/ ks Jools - |
[ pero31 - TEST - build 117238

‘;"‘_"g_. —— SEN 2w
|4 Pottertondog page T j—
€ @ gimisgovng

frvitest gémiz.gov.g/ bl e

Job Completion Certificate: JCC-00000685
[ e —

Certificate Lines
No Order Line Line Type Class | Code Description Order Open Oty Defivered Qty  Unit Store

1 JO-00000576-1 tem A PAPER M ITEM A4 PAFER [ 1] 200 kg STORE1
* Back to st

Totat 1 Dasplay 141

If satisfied, the 1st Approver navigates back to Certificate Info
Approve/Reject

to

W 558 Completion Certficate apmoved soscessiuly!
—c-m-m Coctomn s bomirrs

Cenificate Info

et e

JCC Final Approver follows the path Procurement > Job Completion

Certificate to open Job Completion Certificate page and click on Approved
JCC document
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@ P - TesT - BUIEETS 40
Ede kit View Hgtory, Bookmars. Jooks Heln SESSS s = -
| W PEM3 - TEST - build 117238 -]@mm ~|.*| P =

pimtest gémiz govng vl e it PR

Procurement

~ Job Compietion Certn Requisitions.

Purchase Orders
Job Completion costracts
Delivery Hotos
Certificate List Dok Didacs % A new conticare (EE———
Docement No v Recel Job Comgietion Certificates * + Supplier DocumentNo =  Status *
o Approved m| Find
13122014 2016 000001080001 = TASKS SYSTEMSLTD Approved =
20112016 2016 00000109-0001 = TASKS SYSTEMS LTD. Approved
29112016 2016 00386534-0001 | UNITED MOTORS NGERIALTD Approved
24062015 2018 00000109-0001 | TASKS SYSTEMSLTD Approved

Totat 4 | Display 1-4

To review individual JJC item, the Final Approver clicks on Certificate line

@ Pem a1 - TEST 13, 20
Ete idt Yiew Hitory, ook Jook Heln S S _-_]- .
| B PeM 31 - TEST - build 117298 x n 2L d e 7

Procurement

~ w1 teates — Lines

Job Completion te: JCC-00000620

Cortihcate Info | Certificate Lines  Aftatchments

Certificate Lines
No Ordet Line Line Type Class | Code Description Order Open Qty Delivered Oty  Unit Swore
=
1 JO-0000052¢-1 Cost consultabon on ¥acking 5yslem 000 8OO nr
Totat 11 Display 141
* Back to st
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If the Final Approver is satisfied, he navigates back to Certificate info to
Finalize/Reject

Job Completion Certificate: JCC-00000429

& Job Completion Certificate appraved successtully!

Certificate Info  Cerfificale Lines  Aalchmants

Certificate Info Print
Documant No: JCC-00000429 Supplier 00000109-0001  TASKS SYSTEMS LTD
Suppiier Document No: Description:  Consultation
Budget Year 2016 Currency:  NGN
Receipt Date 04/102016 Status Agploved

Certificate Status History

Date Status Responsible Person Comment
044102016 1156 Dratt Training Training
D4/10/2016 1201 Submited Training Training
04/10/2015 12702 Rewewead Training Training
047102016 12:02 Approved Training Training

Ir

From the Finalized Job Completion Certificate, create Invoice

Iraining Training | Log o

Procurement

Job Completion Certificate: JCC-00000429
V' Job Completion Certificate finalized successfully!

Certificate Info  Cemficate Lines ARatchmants

Certificate Info Create Invoice Print
Document No:  JCC-00000429 Suppber:  00000109-0001 = TASKS SYSTEMS LTD
Supplier Document No Description:  Consultation
Budget Year: 2016 Currency:  NGN
Recemt Dato:  04/10/2016 Status:  Finalized

Certificate Status History

Date Status Responsible Person Comment
DAN02016 11:56 Dratt Training Training
041020156 1201 Submitted Training Training
041102016 1202 Reviewed Training Training
04102016 1202 Approved Training Training
04102016 12,02 Finallzed Training Training

« Back to list
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