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1. Introduction 

This user manual aims to assist users in using the Financial Information System (FIS). 

 

2. System Roles and Related Functions 

The access right granting function is decentralized to departments. The budget 

controller or delegated budget controller can assign different system roles to his/her 

staff members according to their operational needs. The following section explains the 

basic concept of the system roles and functions as well as the procedures of granting 

access rights to FIS users. 

2.1 Available User Roles for FIS 

The FIS supports multiple roles: budget controller, delegated budget controller, budget 

commitment approver, budget commitment initiator and report reader. The access right 

granting function is now given to budget controller or delegated budget controller. 
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2.2 Roles and Functions  

Each system role is given a set of FIS function. Please find the details in the table below. 

User Roles 

 

Functions 

Budget 

Controller 

Delegated 

Budget 

Controller 

(A) 

Budget 

Commitment 

Approver 

(B) 

Budget 

Commitment 

Initiator 

(C) 

Report 

Function 

Role 

(D) 

Budget Commitment & 

Adjustment (BC) Read 

Yes Yes Yes Yes  

Budget Commitment & 

Adjustment (BC) Input 

Yes Yes Yes Yes  

Budget Commitment & 

Adjustment (BC) 

Approve 

Yes Yes Yes   

Account Enquiry Yes Yes   Yes 

Income and Expenditure 

Statement 

Yes Yes   Yes 

Budget Commitment 

Listing 

Yes Yes   Yes 

Ledger Listing Yes Yes   Yes 

Granting User Roles B, 

C and D to other users 

Yes Yes    

Granting User Roles A, 

B, C and D to other users 

Yes     

 

2.3 Procedures of Granting Access Rights in the FIS 

2.3.1 Creating User Profile for New Users 

Please send an email to the FO system administrator via 

fo_systems_grp@umac.mo ,when a new FIS user is to be created. Once the new profile 

is created, FO will inform the requesting budget controller or delegated budget 

controller who will then be able to grant the access rights to the new users. 

 

 

 

 

mailto:fo_systems_grp@umac.mo
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2.3.2 Granting or Changing Access Rights 

Budget controller or delegated budget controller can grant the access rights by 

following the steps below: 

 

 

 

 

 

 

 

 

3. Type the cost center code, then press “Enter” 

4. Press “Assign Users” 

1. User Maintenance 

2. Press “Assign User Access by Cost Center” 
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*Please note that any update will be effective after two hours.  

 

 

 

 

 

 

 

 

 

 

5. Type the user ID and 

press “Enter” 

7. Press for adding 

in cost center 

8. Assign the system role 

9. Press “Save” 

6. Select users 
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3. Budget Commitment 

Users can reserve budget for expenditure by creating budget commitment. The flow of 

budget commitment is explained by the following: 

 

         

 

3.1 Drafting Budget Commitment 

The procedures for marking budget commitment are as followed: 

 

 

 

*Please note that the BC will not be auto-release after the end date and both date cannot 

be change after BC approved  

Draft BC Wait for Approval BC Approved BC

1. Budget Commitment 

2. Press “Create Budget Commitment” 

3. Choose cost center 

7. Input/select the account code  8. Input the amount  

Approve Submit 

6. Press “New” for adding BC line  

 

5. Input start date & end date 

(Estimate start and compete date for 

BC) 

 

4. Input the budget commitment information 

9. Press “Save” when finished 

 



Page 7 

3.2 Approving Budget Commitment 

The procedures for approving budget commitment are: 

 

 

 

 

 

 

1. Budget Commitment 

2. Press “BC Enquiry by Status” 

3. Select the cost center 

4. Select the budget commitment in 

the tab “Draft BC” 

5. Submit the budget commitment 
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6. Select the budget commitment in 

the tab “Waiting for Approval BC” 

8. Approve the Budget Commitment after 

checking the “Budget Line Preview” 

9. Check the BC status in the “Approved 

BC” tab 

7. Press “Approve” 
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3.3 Budget Commitment Adjustment 

Users can make amendment to a budget commitment for expenditure by creating an 

adjustment transaction to the original budget commitment. However, only a budget 

commitment in approved stage could be adjusted. The flow of budget commitment is 

explained by the following: 

 

         

 

3.4 Drafting Budget Commitment Adjustment 

The procedures for marking a budget commitment adjustment are as followed: 

 

 

 

Draft BC Adj Wait for Approval BC Adj Update to the orginal BC

Approve Submit 

1. Select Budget Commitment in the 

menu 

2. Choose “FIS2203 – BC Enquiry by 

Status 
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6. Press the button “Adjust” to create the BC 

adjustment 

4. Open the “Approved BC” tab 

3. Select cost center 

5. Select BC and 

press “Open” 
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*Please note the there is a system setting for the BC adjustment. If both below 

conditions are passed, there is no approval required. (The threshold is applied to the 

original BC amount) 

 

 

7. Press the button “Adjust” next to the 

original line to amend. 

8. Press the button “New” to add a new line 

for this BC 

12. Press the button “Save” for saving the 

adjustment 

11. Input adjustment amount, it can be 

increase or decrease 

9. Input ACC code 

10. Input BC related 

information 
13. Press “Submit” 

if is ready for 

approval 
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3.5 Approving Budget Commitment Adjustment 

The procedures for approving budget commitment adjustment are:

 

 

 

 
 
 

1. Select Budget Commitment in the 

menu 

 

2. Choose “FIS2205 – Adjustment 

Enquiry by Status 

3. Select the cost center 

4. Select the BC Adj. in the 

tab “Draft Adj.” and press 

Submit 

5. Open tab “Waiting 

for Approval Adj.” 

6. Select the BC Adj. in the 

and press Approve 



Page 13 

3.6 Enquiry the BC Adjustment 

Two ways to enquiry the BC Adjustment: 

1. Enquiry from the BC Steps: 

 

 

 

4. Click the Show Adjustment History Link 

 

3. Press the Open button 

 

1. Select Budget Commitment in the 

menu 

2. Choose “FIS2203 – BC Enquiry by 

Status 



Page 14 

2. Enquiry all BC Adjustment by status steps : 

 

 

 

 

 

 

 

 

 

 

 

1. Select Budget Commitment in the 

menu 

 

2. Choose “FIS2205 – Adjustment 

Enquiry by Status 

3. Select the tab for draft, waiting for 

approval, approved or void records 

 



Page 15 

4. Financial Information Enquiry 

4.1 Account Enquiry 

Users can enquire the account information by using the cost center code or account 

code. 

4.1.1 Account Enquiry by Cost Center 

The steps of using cost center as the searching key are: 

4.1.2 Account Enquiry by UM Account Code  

The steps of using account code as the searching key are: 

 

4. Enter the cost center code 

5. Press “Search” 

1. Accounts 

2. Press “Account Enquiry” 

3. Select the tab “Cost Center” 

1. Accounts 

2. Press “Account Enquiry” 

3. Select the tab “UM Account Code” 

4. Enter the account code 

5. Press “Search” 
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4.2 Payment Information from Budget Commitment 

When payment is made against a budget commitment, the relevant payment 

information such as payment document, payment voucher and bank voucher, etc. can 

be accessed via the BC. Users can track the payment progress via the following steps: 

 

 

 

 

 

 

 

 

 

 

 

 

4. Select the tab for “Approved BC” or “Completed BC” 

3. Choose Cost Center 

5. Press the button “Show” 

1. Budget Commitment 

2. Press “BC Enquiry by Status” 
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4.3 Report 
The FIS provides three types of reports, namely, income and expenditure statement, 

ledger listing and budget commitment listing report. The reports can be generated by 

following steps:  

4.3.1 Income and Expenditure Statement 

 

 

 

 

1. Select the menu “Report” 

 

2. Choose the item “FISIE001 – IE Statement” 

4. Choose the account year 

5. Select the account period

 

3. Select the cost center 
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6. Select the report type: Summary, Details or Both 

 7. Select department 

 

8. Click the button “Generate IE Statement” 
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4.3.2 Ledger Listing 

 

 

 

 

 

 

 

 

 

 

1. Select the menu “Report” 

 

2. Choose the item “FIS1404 - Ledger Listing” 

8. Click the button “Generate” 

 

6. Select the account period

 

5. Select the cost center 

4. Choose the account year 

3. Choose account type: Income or Expenditure 

 

7. Select print type: PDF or Excel 
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4.3.3 Budget Commitment Listing Report 

 

 

 

 

 

1. Select the menu “Report” 

 

2. Choose the item “FIS1408 - Budget 

Commitment Listing Report” 

5. Select the cost center 

4. Select department 

 

3. Choose the account year 

6. Input optional Parameters 

- Define the range of main-sub 

account codes 

- Define the range of Budget 

commitment numbers 

7. Select the account period 
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8. Define cutoff date (optional) 

11. Click the button “Generate” 

 

10. Select print type: PDF or 

Excel 

9. Select report type: Outstanding or All Status 
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4.3.4 Research IE Statement 

The purpose of the statement is to provide project basic information and financial 

information to project investigators of start-up and multi-year research projects for 

better controlling and monitoring the budget.  

There are totally three main steps of generating the statement which will be illustrated 

below.  

 

 

-End- 6. Click the button “Generate” 

 

2. Choose the item “FISIERESEARCH001 

– Research IE statement” 

 

 

1. Select the menu 

“Report” 

5. Select the report type: Summary, Details or Both 

 

4. Select the available project 

 

3. Choose the reporting year and month 

 


