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Government of Uganda

FOREWORD

Timely and accurate processing of salary payments to civil servants, especially those
working i the fronthne service delivery units like n institutions of learning, healthcare
facilities and security services, is critical in enhancing the quality of service delivery to the
public.

Payroll management mn the Government of Uganda has been characterised by several
challenges including delayed payments of salaries, persistent wage shortfalls, errors and
maccuracies in the centralised payroll which take long to get corrected and the reported
presence of non-existent employees on the payroli.

In order to address some of these challenges. improve efficiency i salarv payment
processing and enhance accountability for wage expenditure, it was deemed necessary to
decentralise final payroll review and salary payment processing 1o fhe respective
Accounting Officers who are charged with the day-to-day supervision of the civil servants.

Decentralisation of the salary payment process covers all government votes both at the
national and sub-national level. The guidance contained in this publication is given to
facilitate a harmonised approach to the handling of civil servant salary pavment processing
by the separate votes.

My Ministry and the Ministry of Public Service will continue to work together to improve
payroll management in Government. [ urge all parties involved m Government payroli
processing. especially the Accounting Officers, to abide by the set processing timelines
contained 1n this guide that were developed after due consultation. These guidelines are
complimentary to other guidance in respect of overail payroll management and will be
updated whenever deemed necessary.

Keith Muhakanizi
rmanent Secretary/Segretary io the Treasury
Ministry of Finance, Planning and Economic Development

June 2014
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Abbreviations and Acronyms

AGO
AO
BoU
CoA
EFT
EMDF
GoU
ID
IFMS
IPPS
LG
MALGs
MDAs
MoFPED
MoLG
MoPS
OAG
PFAA
PS/ST
STP
TAI
TIN
TGA
TSA
TSSA
UCF

Accountant General’s Office

Accounting Officer

Bank of Uganda

Chart of Accounts

Electronic Funds Transfer

Employee Master Data File

Government of Uganda

Identification

Integrated Financial Management System
Integrated Personnel and Payroll System
Local Government

Ministries, Agencies and Local Governments
Ministries, Departments and Agencies
Ministry of Finance, Planning and Economic Development
Ministry of Local Government

Ministry of Public Service

Office of the Auditor General

Public Finance and Accountability Act, 2003
Permanent Secretary/Secretary to the Treasury
Straight Through Processing

Treasury Accounting Instructions

Tax Identification Number

Treasury General Account

Treasury Single Account

Treasury Single Account Sub Account

Uganda Consolidated Fund



Government of Uganda Guidelines on decentralised salary payment processing

1. INTRODUCTION

1.1 The Government of Uganda is reforming the salary payment process and adopting
a decentralised salary payment processing system where individual Accounting
Officers are directly responsible for the control of and are accountable for salary

payments and ultimately the wage expenditure of their respective votes.

1.2 This reform is being implemented in accordance with Section 4 (1)(c) of the Public
Finance and Accountability Act (PFAA), 2003 which mandates the Minister
responsible for Finance to enhance control of Parliament over public resources and
public moneys by maintaining transparent systems and Section 8(2) of the same
Act which states that “An Accounting officer shall control and be personally
accountable to Parliament for the regularity and propriety of the expenditure of
money applied by an expenditure vote or any other provision to any Ministry,
department, fund, agency or local government or other entity funded wholly
through the Consolidated Fund and for all resources received, held or disposed of
by or on account of that Ministry, department, fund, agency, local government or
other entity”

1.3 These guidelines are issued in accordance with Section 6(6) of the PFAA, 2003
which empowers the Secretary to the Treasury to give directives and instructions he
or she considers necessary for the effective and efficient discharge of the intents
and purposes of the same Act.

2. PURPOSE, SCOPE AND USE OF THE GUIDELINES

2.1 These guidelines are developed as a practical guide to Accounting Officers and
their staff who are processing salary payments under the government’s

decentralised salary payment processing system.
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2.2

2.2

3.1

3.2

They are for use by all votes under the decentralised arrangement including central
government ministries, departments, agencies, public universities, referral hospitals

and local governments.

The guidelines will also act as a reference point for procedures to be followed
under the decentralised payroll payments processing arrangement by various
stakeholders involved in the payroll processing including Ministry of Public
Service, the Treasury and the Budget Directorate at MoFPED and Bank of
Uganda.

ROLES OF KEY STAKEHOLDERS AND THE PROCESS FLOW

The salary payment process involves various stakeholders who undertake different
vital roles. Under the decentralised salary payment system, the Accounting
Officers take responsibility for review and approval of their votes’ salary payments
before they are effected. The Ministry of Public Service and that of Finance,
Planning & Economic Development continue to fulfil vital support and monitoring

roles under this system.

A summary overview of the roles of the key stakeholders is tabulated below:

TABLE 1: Roles of key players in government payroll cycle

ENTITY ROLES IN DECENTRALISED SALARY PAYMENT
PROCESS
Cabinet and then i Approval of wage budgets
Parliament y -
ii.  Appropriation of wage budgets and any supplementary
allocations
Ministry of Public i Policy guidance on government payroll/establishment

Service y o . .
ii.  Monitoring wage bill allocations to each vote and

submission of consolidated wage bill requirements

iii.  Maintaining IPPS and processing updates/changes to
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ENTITY ROLES IN DECENTRALISED SALARY PAYMENT
PROCESS

the payroll — entry, exit etc

iv.  Reviewing and monitoring payroll management

through analysis of pay reports of MALGs

Ministry of i Consolidation and submission of budget estimates

Finance, Planning (wage, non-wage and development)

and Economic N . - ;

ii.  Issuing quarterly spending limits and processing cash

Development ;
releases based on appropriated budget

iii.  Maintaining IFMS and processing of salary payments
through Bank of Uganda for clearing using the

Straight Through Process (STP).

iv.  Providing support to the salary payment process
including advising on bounced payments

V. Monitoring overall wage budget performance

Accounting Officer i Submission of the respective vote’s wage bill
requirements

ii.  Review of preliminary payroll from IPPS
iii.  Submission of pay changes report

iv.  Submission of requests for creation on new employees
on IFMS

v.  Creation and approval of salary payment invoices on
IFMS

vi.  Resolution of unapplied payments
vii. Reconciliation of salary bank accounts/sub TSA

viii. Monitoring of vote’s wage budget performance

Bank of Uganda i Processing salary payment instructions through the
banking system and providing feedback on unapplied
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ENTITY ROLES IN DECENTRALISED SALARY PAYMENT
PROCESS

(bounced) payments.

Internal Auditors ii.  Regular review of the payrolls and monitoring of the
associated processes and advising the Accounting

Officers on issues noted requiring action

Auditor General iii.  Conducting the annual audit for all votes including
audit of wage expenditure and carrying out any special
audits on the payroll process

3.3 The process flow for decentralised salary payment processing indicating the

activities undertaken by the various parties is shown in the diagram in below

DIAGRAM 1: Process flow for decentralised payroll processing

FLOW DIAGRAM SHOWING BUDGETING FOR WAGES AND DECENTRALISED PAYROLL PROCESSING
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3.4

The process chart shows that the Accounting Officer/Entity is involved in every
stage of the budgeting, payroll processing and in salary payment processing. This
makes the Accounting Officer fully accountable for the wage budget and resulting

expenditure of his/her vote.

4.  PAYROLL PROCESSING TIMELINES

4.1 In order to enable the timely processing of salary payments, under the decentralised
system, to all civil servants by the 28" of every month as stated in the public
service standing orders, the timelines for handling the various activities, by the
respective parties in the salary processing cycle are as indicated below:

TABLE 2: Key activities and timelines in payroll process

No. | acTIvVITY RESPONSIBLE | gy wHEN

PARTY

1. Preparation and processing of pay | Individual 10" of every month
change reports on IPPS and | MALGS
production of preliminary payroll

2. Verification of preliminary payroll | MALGs/MoPS 15" of every month
by votes and production of final
monthly payroll signed off by the
Accounting Officer and a copy
submitted to MoFPED

3. Submission of summary government | MoPS 17" of every month
payroll report to MoFPED showing
indicative payroll totals by vote
(amounts and numbers)

4. Process cash releases to Salary bank | MoFPED 20" of every month
accounts for non-TSA votes

5. Upload final payroll for each vote to | MoPS/MALGS 21% of every month
IFMS via IFMS/IPPS interface and
generate salary payment invoices
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No. | acTIVITY RESPONSIBLE | gy wHEN
PARTY
6. Approve salary invoices on IFMS | MALGS 23" of every month
(including deductions payments)
7. Submission of payment instructions | MoFPED 25" of every month
to Bank of Uganda
8. Effect clearing of salary payments | Bank of Uganda | 28" of every month
and  crediting of individual | & Commercial
employees bank accounts Banks
9. Handling bounced payments from | MALGs 5t of the following month
Bank of Uganda and making
resubmissions
10. | Reconciliation of salary payments to | MALGS 5t of the following month
Payroll (numbers and amounts) and
explanations for variations
11. | Monitoring of Payroll payments and | MoFPED/MoPS/ | Continuous
analysis of wage budget performance | Internal
Auditors
4.2 The timelines above MUST be adhered to as a delay in undertaking one activity in
the cycle will affect progressing the subsequent activities in the cycle.
5. PROCEDURES FOR DECENTRALISED SALARY PAYMENT
PROCESSING
5.1 Set up on a computerised government IFMS
5.1.1 Initial decentralised salary payment set-up procedures of a vote will be dependent

on whether the vote is using IFMS or not. Each vote falls in one of the following

five categories:
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5.1.2

513

5.14

1) Central government vote currently using IFMS

2) Central government vote which is non-IFMS

3) Local government vote using IFMS Tier 1 system
4) Local government vote using IFMS Tier 2 system
5) Local government vote which is non-IFMS

In respect to banking arrangements and operation under the Treasury Single
Account (TSA) system, each vote would be classified under the following three

categories
a) Central government vote on TSA system

b) Central government vote not using TSA system (non-TSA) — i.e. Public

Universities and some regional referral hospitals
¢) Local Government — all currently non TSA

The above classifications for IFMS implementation and the bank arrangement are
important in determining the set-ups to be undertaken by the vote and whether a
separate salary account will be maintained in Bank of Uganda.

Prior to using the decentralised salary payment processing system, it is a
prerequisite that a vote must be already using IFMS or if not, is set-up on one of the
government’s computerised financial management systems — either the Oracle
based IFMS (Tier 1) or the Microsoft Dynamics based IFMS (Tier 2) that is being
rolled to local governments. Votes falling under categories (ii) and (v) above will
require being set up as a ‘Hybrid’ IFMS vote. This implies the vote will be set-up
on IFMS to carry out its salary payment processing only as described in 5.1.6

below.

Because of the initial set-up requirements, the rollout of the decentralised salary
payment process is being undertaken in a phased manner. Full rollout of this reform
to all government votes (excluding missions abroad) will be completed in July
2014.
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For votes already using IFMS (under category 1,3 and 4 in 5.1.1 above)

514  For votes where IFMS has been implemented, no new system set-ups will be
necessary. The votes will proceed to undertake the one-time initial processes
described under sections 5.3 and 5.4 below. For votes not yet operating under the
Treasury Single Account (TSA) system e.g. local governments and public
universities, a salary bank account will be maintained in Bank of Uganda from
where salary payments of the vote will be processed. It is important to ensure that

the salary bank account is set up on IFMS to enable payment processing off it.

For non-IFMS votes

5.1.5  Where a vote is currently not using either of the IFMS, it will be set-up as a hybrid
vote to enable the processing of salary payments, pending full implementation of
the IFMS at the vote.

5.1.6  As a vote using a hybrid set-up, only salary payment processing and salary bank

account reconciliation will be undertaken using IFMS. All accounting and other

financial management processing (including recording overall wage payments in
accounting records) and production of complete final accounts (financial
statements) will continue to be done using the votes existing financial management

system.

5.1.7  Hybrid IFMS votes will not have IFMS infrastructure installed at their repective
locations but will access the system from either the Treasury or at their nearest

IFMS vote, for salary payment processing.
5.2 Training and support

5.2.1  The Accounting Officer and staff responsible for salary payment processing (such
as the Head of Finance, Human Resource Officers and Accountant responsible for
salary processing) will be provided with the necessary training on filling the initial
templates and on using the IFMS to process salary payments. In addition, technical

staff from the Treasury and/or Ministry of Local Government will be assigned to
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5.2.2

53

5.3.1

5.3.2

each vote to support them during the initial upload and processing of salaries under

the decentralised arrangement.

Following the first month of using the decentralised salary processing system,
ongoing support will be provided by teams stationed in the Financial Management

Services department of Accountant General’s Office.

Initial Set-Up

When a vote is enlisted on the decentralised salary payment system, it is set-up on
IFMS as a separate vote on IFMS, if not already using that system. In addition,
there are critical processes that need to be undertaken to enable the capture and
processing of employee salary payments on IFMS. These initial processes are
undertaken as a one-time activity and are not repeated in the subsequent months

when payments are being processed. The one-time initial activities are:
a) Employee sign-off on initial payroll
b) Capture of employee master data using the template
c) Creating employee master data on IFMS (supplier creation)
These activities are described in detail below:
a.  Employee sign-off on initial payroll

In order to validate the payroll data prior to capture of the employees on IFMS,
Accounting Officers must using their most recent payroll:

I. Ensure that every individual employee in their votes personally signs off
against their name on the payroll. This is to help confirm that listed
employees physically exist and that the payroll information contained on the

IPPS payroll such as their scale and bank account details is accurate.

ii.  Sign-off/initial on every page of the payroll that is signed off by the
employees to confirm they take responsibility for the submission.
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5.3.3  Alternatively, all employees must complete and personally sign off the ‘EFT
Employee/Supplier Details Form (see sample of form in APPENDIX 1). In
addition to sign-off by the Accounting Officer as evidence of approval, it is
important that cost centre heads for the department where the employee is
deployed also signs-off on the employee’s form. This is especially important for
civil servants based in service delivery units such as for teachers and health
workers where the head teacher or Head of Unit must sign-off to validate the

employees.

5.34  Where changes in bank account details are necessary or in cases where existing
employees (with IPPS/Computer numbers) are missing on the payroll, the affected
employees must complete the EFT form in line with the procedure stated above,

indicating their correct details.

5.3.5 Un-validated employee records must be removed from details that are submitted in
the templates that are used for creation of employee payment details on IFMS.

5.3.6  The signed off payroll or signed employee forms should be submitted to the
Accountant General at Ministry of Finance, Planning and Economic Development
with copies to Ministry of Public Service and in case of local governments, also a

copy to Ministry of Local Government.
b. Capturing employees IFMS master data

5.3.7  Once the payroll information has been validated, the vote must complete a master
data template that will be used to create the employee payment details on IFMS.
Master data is the permanent data about an employee that doesn’t change often.
Each employee on the payroll must have a master record on the IFMS to enable

payment processing to their bank account.

5.3.8  The templates are standardised for all votes to ensure that the necessary data for
employee creation is captured i.e. employee full names and bank account
information. The template must be completed by the Human Resource department
basing on validated payroll information and signed off by the Accounting Officer.
A sample of the template is illustrated in APPENDIX II.
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5.3.9  The template must be submitted to the Treasury in both hardcopy (signed off by the
Accounting Officer) and a softcopy for use in the upload of information to IFMS.
Completed templates should be submitted to Accountant General’s Office in
MoFPED. Incomplete templates will be returned to the respective officers for

completion in order to avoid entry of partial master data information on IFMS.
5.4 Loading the master data to IFMS

54.1 On submission of the signed template information, the support teams at the
Treasury will proceed to check this data for format consistency and completeness
prior to upload of this information to IFMS to create the an individual record for
each of the employees. Each employee created on IFMS to enable payment
processing will be assigned a unique ID called a ‘Supplier Number’. This supplier
number is part of the master data and will be used to process also all future

payments to that employee.

5.4.2  Depending on the vote’s employee numbers hence the volume of master data input,
the master data can be loaded using a data loading tool or via an interface import
process. The indicative guidance on loading methods basing on employee numbers

are as below:
i. >500 employees - use the data loader tool

ii. <500 employees — seek support from the IFMS IT team to use the Interface

Import process

Note: The support teams from MoFPED and MoLG will help in the loading of

master data. Votes should concentrate on providing completed templates.

5.4.3 A critical requirement for IFMS set-up and eventual analysis/monitoring of salary

payments is that each individual employee on the payroll MUST have a unigue

supplier record on IFMS. Because of the large volume of employees in service,

there are instances where genuinely different employees may be having exactly

similar names.

5.4.4 In instances where employees with similar names exist, the following guidance is

provided for capturing the employees on IFMS:
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For new suppliers with exactly similar names — Create Supplier Name and add a
unique identifier (such as Force Number, IPPS Number etc.) to the name. The
unique identifier should be selected considering that it can easily be recognised by
the vote to differentiate these employees. Then enter an ‘Alternate Name’ which
should be the actual payee names for the employee. The payment instruction for

that supplier will pick the ‘Alternate name’ as the payee name.
55 Mapping employees and creating salary payment invoices

55.1  After set-up of employee master data on IFMS, every employee will be assigned a
unique IFMS ID referred to as a ‘Supplier Number’. The employee’s supplier
number helps tag the employee name on IFMS to the corresponding employee bank
account information. This unique 1D will be used to query IFMS and find any

payments made to this employee.

5.5.2  The employee’s ‘supplier number’ is mapped to the employee information from the
payroll in order to create a salary payment invoice that will be used to process the
salary payment for each month. In order to process the monthly salary for each
employee, the mapping template will be used each month in the process of creating
monthly salary payment invoices. (Refer to details in the ‘monthly processes’

section below)

6 MONTHLY SALARY PROCESSING PROCEDURES

6.0.1  Salary processing is a recurring monthly activity and the public service standing
orders provide that salaries for civil servants should be paid by the 28" day of the
month. In order to ensure the timely payment of civil servant salaries, the key
players in the payroll management cycle have to fulfil monthly activities under the
decentralised payment process in set timelines as indicated in Section 4 above. The
detailed description of the key activities in the salary processing cycle is as given

below:
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6.1 Processing change requests and review of the preliminary payroll

6.1.1  Ministry of Public Service is expected to send the preliminary payroll to all
Accounting Officers and the payroll managers for their respective votes by the 10%"
of the month to which the payroll relates. VVotes not yet on IPSS are sent the
payroll via the registered email address.

6.1.2  Effective 1 July 2014, Ministry of Public Service will decentralise IPPS data
capture. All votes will be trained on how to process their pay change requests

directly and after which generate a preliminary payroll.

6.1.3  For votes where IPPS is currently implemented, the preliminary payroll once ready
can be obtained online and then reviewed for accuracy and completeness. Any
changes can be submitted online and processed/approved instantly.

Once the preliminary payroll is obtained, the vote is expected to:

i.  Ascertain the completeness of the payroll by ensuring that all the expected
civil servants in the vote are on the payroll. This may be done by reviewing
the totals for grosspay for the month while noting any arrears being paid

during the month.

ii.  Review the details to ensure data accuracy e.g. if gross pay for an employee is
consistent with his current position/scale and if deductions have been made

accurately

iii.  Confirm that details processed earlier in the pay change reports have been
correctly reflected

6.2  Update of final payroll

6.2.1  Any errors or omissions noted during the review of the preliminary payroll should
be advised to Ministry of Public Service via submission of approved pay change
reports for immediate processing. For votes where IPPS has been implemented,
they can submit and process their change request from their IPPS terminals.
Ministry of Public Service verify the requests and provide a final payroll to the
votes by the 15% of the month.
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6.2.2 In case of delays to process requests by Ministry of Public Service or failure to
provide the final amended payroll in time, the Accounting Officers can utilise their
mandate to create salary payment invoices based on their corrected data of the
preliminary payroll. Further follow-up on the change requests may continue so that

the subsequent month’s IPPS payroll is corrected.
6.3  Verifying salary budgets and funding of salary accounts

6.3.1  For central government MDAs, cash limits are provided by the Budget Directorate
on a quarterly basis. Prior to creation of salary payment invoices, Accounting
Officers should ensure that they have requested and obtained an Accounting
warrant on IFMS for the salary expenditure. Central government votes on the
Treasury Single Account system do not maintain separate salary bank accounts.
Salary payments, like all their other payments, will be funded based on the daily

payment need which is obtained from the approved invoices awaiting payment.

6.3.2 MALGS are advised to run the “GOU: Funds Available Report” (or perform an
online funds inquiry) on IFMS to verify that the warranting process was successful.
This is very important as salary invoices will not be validated without sufficient

funds available on the charge code.

6.3.3 Local governments and central government votes not under the TSA system
(regional referral hospitals and public universities) will maintain salary accounts in
Bank of Uganda. The salary bank accounts are funded monthly based on releases
processed in the Ministry of Finance, Planning and Economic Development.
Funding of the respective LG salary accounts will be based on the quarterly cash
limits and allocations. Releases will be processed by the Accountant General as
soon as the release letters are availed by the Budget Directorate and funding of the
salary accounts will be completed latest by the 20t of every month. These votes
must ensure that adequate funds are available on the salary bank account prior to
approving the salary invoices for payment; otherwise the payment instructions will

bounce back for lack of sufficient funds.

6.3.4 It is important that salaries are budgeted for by programme/department. The

appropriate charge code (referred to as account code combination) per employee
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should be entered in the mapping template as illustrated under paragraph 6.4.3

below.

6.3.5 Local government votes should ensure that employee salaries are appropriately
classified and charged to the right programme/item codes such as

. Agricultural extension
. District Unconditional
. Urban Unconditional
. PHC salaries

. Primary teachers

. Secondary teachers

. Elected political leaders

This is necessary to provide the correct analysis of the LG wage bill.

6.4 Invoices upload to IFMS

6.4.1 MALGS will use the individual employee pay amount details from the payroll to
create invoices on IFMS. All salary invoices will be created with the unique Pay
Group “SALARY” . This is to enable users to distinguish the salary invoices from

all other forms of invoices.

Salary invoice numbering and description

6.4.2  The invoice number will be a combination of the Employee number and the month
of salary processing (e.g. XXXXXX-Jan14). The invoice description should have a
phrase indicating that the invoice is for salary for a specific period (e.g. Net Salary
for the month of Jan-14).

Invoice creation/Upload

6.4.3  Every month, each vote should populate the mapping template using information
from the monthly payroll. This template, which is completed in Microsoft Excel,

will be used as a basis for creation of salary payment invoices in IFMS. An
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example of the mapping template is attached as APPENDIX IV. A snapshot is also

shown below:

H ©- 5 Mapping Template 1 [Compatibility Mode] - Excel ? E - x
FILE HOME ~ INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ADD-INS Michael Ssenyonga =
o o - o= o .
% cut Calibri <l <A A EF Wrap Text General - = s DY 5 X @ 3 autosum éY H
ER Copy : - R Fin-
e B rou e DA ¢ 3= [ Merge@Center - [+ 0 » | % §§ Conditional Formatas Cell Insert Delete Format Sort & Find &
Format Painter - Farmatting~ Tablev Stylesw  ~ - - £ Clear- Filter~ Select~
Clipboard 5 Font & Alignment & Number 5 Styles Cells Editing ~
£} - fe || PayGroup v
A B c D E F c H | J K L i =
1PPS - Employee IEMS - Invoice | Invaice (Net)
1 |invoice Type |IPPS - Employes Name Mumber IFMS - Supplier Name Supplier No. |Site Invoice Date |Invoice Number | Currency | Amount ipti Pay Group | Account
2 |Standard_|JOHN BAPTIST 760785 [10HN BAPTIST 75937 MOFPED _|16-Jan-2014 |760785Jan1s  |UGK 876,305 |Net salaryJAN 2012 [SALARY _|01-002-008010000-00-00-0000-0000-085101-211104
3 [Standard|AKELLO MARTHA 760821 [AKELLO A. MARTHA 105233 |MofFPED |16-an-2014 |760821Janls  |UGK 33,500 |Net salary-JAN 2012 |SALARY _|01-002-008010000-00-00-0000-0000-085101-211104
4 [Standard_|ALIBAT STELLA 760823 [ALIBAT STELLA 75932 MoFPED _|16-Jan-2014 |760823Jan1s  |UGK 1,286,400 |Net salary-JAN 2014 | SALARY _|01-002-008050000-00-00-000C-G000-085101 211104
5 [Standard |AMONG JOSEPHINE 757728 [AMONG JOSEPHIN 118010 |MofPED |16Jan-2014 |797728Janis  |UGK 674,987 |Net salary JAN 2012 |SALARY |01 002-008050000-00-00-0000-0000-085101-211104
6 [Standard | MAN ASUMAN MUKASA | 760798 MAN ASUMAN 76066 MOFPED _|16-Jan-2014 |760758-lan14 _ |UGK 1,548,304 |Net salary-JAN 2014 | SALARY _|01-002-008070000-00-00-0000-C000-085101-211104
7 [Standard_ |JOHNSON DENNIS 760825 [10HNSON DENNIS 76016 MOFPED _|16-Jan-2014 |760828Janid  |UGK 442276 |Net salaryJAN 2014 _|SALARY _|01-002-008070000-00-00-0000-0000-085101-211104
4 [Standard_|BEN FRED OCEN 760817 BEN OCEN FRED 75960 MOFPED _|16-/an-2014 |7608B17-lan1d _ |UGK 890,543 | Net salary-JAN 2014 |SALARY _|01-002-008070000-00-00-0000-0000-085101-211104
3
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6.3.4  The template should be checked for accuracy and completeness prior to being used

to create invoices on IFMS. It is important to check the following:

I. Number of employees in the file — should correspond to the number of
employees on the payroll or any variations must be explainable by the
Accounting Officer

ii. That the overall total net pay amounts plus the deductions amounts
reconciles to the total pay (gross amount) on the payroll for the month.

It is very important that the all employee salary payment information for the vote is
provided at ago rather than in separate batches. This will ensure that all
employees of the vote are paid at the same time and avoid the risk of duplicated

payments.
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6.3.5

6.3.6

6.3.7

6.3.8

6.3.9

6.3.10

After completion of the mapping template, salary invoices on IFMS can be created
using two approaches — (i) through manual creation one by one using the Data
loader tool or (ii) bulk invoice creation

i.  Single Salary Invoice Creation

Using the pay details from the payroll, the accountant responsible for payments
processing can create invoices on IFMS — one by one (for less than 50 invoices).
This option is further enhanced by use of an automated Data loader tool. This
method is recommended to be used where the payroll employee numbers is
relatively small i.e. less than 500 employees.

Using data from the payroll, votes can be able to create an employee master data
file (EMDF) which contains the individual employee’s supplier number, net pay
amounts, budget line item, and the invoice references/description. The EMDF will

be created from the mapping template that is explained in paragraph 6.3.4 above.

This EMDF will form the basis of a file that will be loaded onto IFMS using Data-
Load software interface. This will enhance the speed and volume invoice creation.
An example of the EMDF is shown in APPENDIX I1I.

Users will be taken through this process during initial training but additional
support can be provided in case of any difficulties. Care should be taken during the
salary invoice creation to ensure that data is loaded to the correct supplier IDs and

that the process completes fully and successfully.

ii.  Bulk Salary Invoice Creation

Upon completion of the monthly payroll mapping template, a third template is
populated on behalf of the votes, by the MoFPED support team. This will enable
batch entry of invoices into IFMS. The vote should contact their allocated support
resource after the mapping template has been completed and you require using this

option to create salary invoices. .
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6.3.11 The third template populated from the mapping template is used to upload a file

with all the invoices onto an IFMS interface table.

6.3.12 Once the file is on the interface table, the vote user who enters invoices on the
system will run a report called “Payables Open Interface Import”. This report
extracts all the invoices embedded in the file into the IFMS as salary invoices. This

report is run under the ‘GoU <MALG> Payables Invoice Entry’ responsibility.

Once the file has been input into the interface table, the user will follow the

following steps:

Step 1: Running the request — Under the above ‘invoice Entry’ responsibility, open

the invoice entry form and click on ‘View’ followed by ‘Requests’

L e ]
oRACLE

T R e W et o5 e My S - SN | NEBN el

Step 2: Submit a new request (single request)

[E=REE—x—

ORrRACLE

Actions. 1 Calculate Tax Tax Details Carrections Gk Match Dateh Al Distibutions

5 T MR o 1 1. 2 NES

21
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Step 3: Run the ‘Payables Open Interface Import” Program

| Oracle Applications - IFMS Praduction [E=REER)
Eils Edit View Fo Ol indow Help ORACLE

e O & B RN e L@ [ 9
<= M=
Run this Request. wal Total
Copy. [
Nama waice Date| Invaice
1 Operating Unit
Paramsters Click on list of values

Language | Findl%

= here and then select
arme Applicati =

Batch Control Repart by Bateh Mame Payable
Bateh Control Report by Entered By Fayable
Cradit Memo Malching Report Payable

report below
At these Times, .

Run the Job Invaice Audit Listing Payable
Invaice Audit Repart Payabie
T Inwaice History Ropor T NERTRIE e
Invoice Register Payable 5 :
Invalce on Hold Payable| 3| P [UNpracesss,
Matching Dets Payable | fal Mot Required
Layout_| | sietermrrrrs Pavanis |
Noti§] | Pavabies Payable
o s
Print to - Payable =
) I 5
Help (€ (Eind ) (C ok | [eancel )
T J
Actions... 1 Calculate Tax Tax Details Carrections Guiick Match Match All Distributions

o

TN W N = - i Sy —

W 3:28 PM
o) Uy )
T[] Oracte Appications - IFIS Production [ESRESE =)
Wene gar view r cls Window Hel ORACLE
Bl o | B P o ) ) L@ G 2
=

Run this Request... ual Total

Copy...
Y- ., o Cipen Interace Impor]

[ Operating Unit

voice Data||Invoice

Paramatars

Languags American English

Under parameters select

Language Settings.

‘GoU Payroll Download’.
Other parameters should
be left as defaulted. Then
click ‘Ok’ and ‘Sithmit’

At these Times.
Run the Job  As Soon as &2

Upan Complstion Operating Unit |

EEIP o U Payioll Download)
Layout Group |

Motiy Batch Name |NA
Print ta noprint Hold Name |

Wl Gave all f

Hold Reason |
Help (©) GL Data |

Purgs [Nw

Summarize Repon [Na
C1 I

Agtions... 1 Caleulate T
- ! ok [gancal ) ( cClear 1 ( Help )

Step 4. Confirm that the program completes in ‘Normal’.  This will ensure that all
salary invoices that were in the interface have been successfully created.

[ 22
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7

1.2

7.3

INVOICE VALIDATION AND DEALING WITH VALIDATION EXCEPTIONS

The responsibility to approve (validate) salary invoices for payment on IFMS is

provided to only the Accounting Officer of the vote. Prior to validation of the

invoices, the AO should print out the Invoices register with pay group ‘SALARY’

and undertake a review to confirm that the invoices on the IFMS due for approval

correspond with the reviewed final payroll.

Validation of invoices can be performed in two ways:

(i)

(i)

Single invoice validation — This is by querying for a specific invoice (e.g.
by supplier number, supplier name or amount) on IFMS and validating it.
(refer to IFMS manual)

Batch invoice validation can be undertaken by running the “Invoice
Validation Report”. Running the Invoice Validation Report with specific
parameters helps restrict and determine which invoices should be validated.
Considering the volume of salary invoices, this is the recommended
validation method. It is very important that before batch invoice
validation is run, the Accounting Officer must satisfy him/herself, by
review of the salary invoices register report, that the invoices due for

validation meet his/her approval. Once batch validation is done, all selected

invoices are validated at ago and are ready for payment processing.

The steps for batch validation on IFMS are shown below:

Step 1 — Select the batch ‘invoice validation’ request.

Using the Accounting Officer’s invoice approval responsibility, the following

request is submitted on IFMS



Government of Uganda

Guidelines on decentralised salary payment processing

Upan Campletion

Golt: Payment Details Report
Invoice Audit Listing

Help (2)

Invoice Audit Report

-6 History Report
Layout
Natify 16
Brint ta | | IMVOICE on Hald Repart Fayahis
r—‘lwauavmems Status Repart | Favable T
4 ¥

Eind |

{ ok cancel |

7

Qpen

ST el (=] ]

=R e

[i] Oracle Applications - GouDEV - 31Mar2014 | E=REEE )
Flle Edit Yiew Folder Tools window Help OoORACLE
R e o [ Oy i @ &b € ([0 el | L@ 2 5 | 9

==
Run this Request...
Copy ]|
MNarme
1 Ciparating Unit
Parameters
Language | Find(s
Name Applicati =
GOU Approved Inveices Report Gustom
GOU Appraved Involces Repodaiith Sharge Account Gustom
I D) Ul L GO Salary Invoice Register Sustom
Run the Job | | oo Salary Payment Register Custom
SOUURAWHT Repart Custom

.
4:25 PM
5/2/2014

7.4

Step 2: Enter the parameters to restrict the selection of invoices to be validated

The Accounting Officer must ensure that the correct parameters are entered. The
pay group to be selected must be ‘SALARY’. This will help restrict the invoice

validation to only salary payment invoices within a given date period as shown

below:

Eile Edit ¥iew Folder Tools Window Help
R Y € ([0 [ e e
=2=2

LD G ?

|£| Oracle Applications - GouDEV - 31Mar2014 =l ]
ORACLE

Run this Request...

Marne
1 Operating Unit
Parameters

Language

At these Times.

O Parameters

American English

Language Settings

Click ‘parameters’. Ensure the
appropriate invoice dates are

Runitheliobl|&s=oonias selected and For Pay Group
Operating Unit
Upon Completion. Option |All Pracess all matching lines ensure ‘SALARY’ is selected.
e el @ Invoice Batch Name I‘ k ¢ kl d h € b Y
Layout From Invoice Date 25-APR-2014 c Ic O an t en Su mlt
Motify To Invaice Date |26 -APR-2014
Print ta  noprint SusElien e
Pay Group |SALARY GOU Salaries
| Help (©) Invaice Mumber
Entered By
Maximum Invoices Count
Debug Switch |No
R I I >
Cancel Clear Help

Ll e el =]

[ e

426PM |
5/2/2014

[ 24



Government of Uganda Guidelines on decentralised salary payment processing

Step 3 — Ensure the validation completes in ‘normal’ and that there are no

invoices on hold

7.5 After the concurrent request for invoice validation on IFMS is submitted, check to
ensure that it completes normally. Once the processing request is ‘Complete’, click

on view output to check that no invoices remain on hold as illustrated below:

|£| Oracle Applications - GouDEV - 31Mar2014 = | B |-
M Eile Eant view Foigsr Tonis window dels ORACLE

7 o oo P

€@ D A

Refresh Data ‘ Find Requests )] Submit a Mew Reguest

Request ID Parent
| Narme

Parame ters
| All, , 2014/04/25 00:00:00,

After report processing is

12804306 Puosting g ete S -99, 1010, 50221, 15599,
126802824 Create Accounting Cornpleted Morrnal 222,222, 7,41, 2014 ‘ | d, I. k ‘“ .
12602620 Unposted tems Report Cormpleted Morrmal 61, , 200240701 00:04 Comp ete clic VIeW

1268026818 Unposted fems Report Cormpleted Morrmal 1, 2002/0701 00:00
12802816 Unposted lterms Report Cornpleted Morrnal 1, 20040701 00:00: 08
12802814 LUnposted Hems Repont Completed rormal 1, 2002/0701 00:00:00)
128025813 Rx-only: Receipt Register |12802812 Cormpleted MNormal 3000, 612, , 50221, , 208
126802812 Receipt Register Completed Morrmal SUBMIT, AR, REARPGRG,

output’ to confirm there

are no invoices held

Haold Request “iew Detailz ] “Wiew Dutgut

Cancel Request Diagnostics ] Wiew Lag

m-u@u Sl LopleE ] ()] M

The Head of Finance may run and print the ‘approved invoices’ report for

comparison to the final payroll.

8 PAYMENT PROCESSING

8.1 Payments processing and submission of the payment file to Bank of Uganda by
Accountant General’s Office will be made within a day of validation of invoices on

the IFMS by the Accounting Officer as long as the salary accounts are funded.

25
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8.2 Cash limits and warrants for salary expenditure will be issued on a quarterly basis
by the Budget Directorate. Monthly releases to the salary bank accounts for the
non-TSA votes will be processed and effected by the Accountant General’s Office

not later than the 20" of every month.

8.3 Votes under the TSA arrangement (category A under 5.1.2 above) will not operate
separate salary bank accounts but will make salary payments using their sub TSA

account.

8.4 Votes not yet using the TSA arrangement (category B and C under para 5.1.2
above) will operates separate salary bank accounts in Bank of Uganda. These will
be funded through monthly releases based on the accounting warrants issued.

9 HANDLING UNAPPLIED PAYMENTS

9.1 Unapplied payments result from bounced payment instructions either at Bank of
Uganda or at Commercial Banks where employees hold accounts. Unapplied
payments can be caused by several reasons but the most common is ‘Invalid bank

account details’.

9.2 This usually implies the bank account information provided by the employee is
erroneous and should be corrected/amended. At times the Account titles are

wrong, account is dormant, invalid account number etc.

9.3 Unapplied payments can be easily picked out by reviewing the bank statement. It
will show the unapplied payments as credits to the account and can be specifically

match to IFMS using the EFT number. The bank statement does not indicate the

reason for the unapplied payment. A separate file of unapplied is sent to the

Treasury by Bank of Uganda. In case the Accountant wants to know details of why
any payment bounced then they should contact the Principal Accountant, Financial

Management Services under Accountant General’s Office.
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94 For central government votes and the MALGs set-up as hybrid IFMS sites, their
votes” unapplied payments are voided at the Treasury. Local Governments using
IFMS Tier 1 can void their payments at their respective locations. Once the
payment is voided, the vote should promptly cancel the invoice to which the
payment is related — otherwise the invoice may be re-validated and resubmitted
before the account is corrected hence another bounced payment. The vote should
then get in touch with the affected employee and have the corrected information
obtained. In case of need to change the bank account information, then an
‘Employee/Supplier EFT details form’ should be completed and sent to the

Treasury (Accountant General’s Office.

9.5 When corrections have been processed that caused the original payment to bounce
then the accounting officer may validate the related invoice which is then

resubmitted for payment.

10. PAYMENTS FOR PAYROLL DEDUCTIONS

10.1 Payroll deductions under the decentralised salary payment process should be
processed in accordance with the guidance issued by PS/ST in February 2014. The

key steps are reproduced below:

i.  Accounting Officers will forward the supplier details of the credit lending
institutions (CLIs) under their respective votes to the Accountant General so
that they are set-up as ‘suppliers’ on IFMS. CLI details should be sent using
the ‘Supplier EFT details form’.

ii. On a monthly basis, the deductions will be computed and reflected in the
payroll produced from IPPS. The payment codes for the CLIs will continue

to be managed by Ministry of Public Service

iii.  Accounting Officers should obtain the monthly deductions report from IPPS
at the time of receiving the preliminary payroll. The report should show the

Name and Bank details of the CLI as well as the employee name, employee
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10.2

11.

111

11.2

Vi.

IPPS number and the amount of deduction being made for that employee for
that month.

The Accounting Officer should then validate the deductions report by
reconciling the details in the report to the payroll and then also to the terms
and conditions of the loans/advances.

Following validation, the vote should enter the invoices per CLI either

manually or using the data loading method described in Section 6.3.6 above.

The Accounting Officer will then approve the invoices for payment on IFMS.
A schedule of the deductions and payment per CLI should then be sent to the
CLI to enable them allocate the deductions made to their respective

loan/advance accounts.

MALGs should endeavour to pay the deductions at the same time as the net

salary payments or soon thereafter. No arrears in respect of payroll

deductions will be accepted.

AREAS OF SPECIAL ATTENTION

Newly recruited employees

For newly recruited staff, access to the payroll will be through the Ministry of

Public Service. Until an employee is assigned an IPPS number, they shall not be

included in the payroll by the Accounting Officer.

Employees missing on the payroll and employees on study leave

Where existing employees suddenly gets dropped from the payroll (other than

through retirement) and the Accounting officer is very sure this is an error, he/she

may proceed to include that employee on the vote’s final payroll and notify the

Ministry of Public Service to rectify the error.
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11.3 Employees who left for unpaid study leave may only access the payroll on return

through the Ministry of Public Service.
iii. Transfers of staff from one vote to another

11.4  Civil servants may be transferred from the one station to another in the course of
the month. The guidance on handling salary payments for staff who have been

transferred is as below:

a) Where an employee is transferred to another vote after the 15" of the month,

then that employee’s salary for that month should be paid by their old vote
(from which the employee is leaving). MoPS should be advised of transfer so
that the employee gets reflected in his/her new station’s payroll effective from

the following month.

b) Where the employee is transferred before the 15" of the month, then the

employee should be paid by their new station/votes and not the old one.
Iv. Payslips

115 Payslips will continue to be obtained and printed from IPPS. Arrangements have
been made to provide an output payment file out of the IFMS for purposes of
updating the IPPS payments status to enable payslip printing. For the votes where
IPPS has been implemented, that vote should be able to print off the payslips for

the vote.

11.6 In cases where the Accounting Officer has processed corrections to the payroll and
those corrections are not yet reflected on IPPS, a payment voucher slip may be

used to confirm payments made to an employee.

12. SALARY PAYMENTS REVIEW AND MONITORING

12.1 Salary Reports on IFMS

12.1.1 The Accounting Officer, resident internal auditors , key accounts officers and

oversight institutions in payroll management are required to constantly review and
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monitor wage expenditure. To facilitate this, specific IFMS reports have been

created to enable the review of salary payments. These are explained below:
a) GoU: Salary Invoice Register

12.1.2 This is an IFMS report that shows a listing of salary invoices that have been
created on IFMS filtered on the basis of certain parameters a user chooses. This
report is generated by running a report request using the following IFMS user
responsibilities: GoU <MALG> Payables Invoice Entry, GoU <MALG> Payables
Invoice Approval, GoU <MALG> Payables User. These user reposibilities are

assigned to the Accouting Officer, the Head of Finance and an Accountant.

12.1.3 This report is very useful to run before ‘batch’ approval of salaries by the
Accounting Officer to confirm that the invoices input/created meet his/her

approval.

A screenshot to show how the report is generated from IFMS is given below:

| 2| Oracle Applications - IFMS Production [ 5 [l |

I Eile Edit view Folder Tools wWindow Help ORACLE
B ol SEa8dd PR 0mne AP @ D ?

(S]]

Run this Reguest

Report name

NETUCEG O Salary Invoice Register b . t d
l Operating Unit  Kampala Capital City Authority EIng requeS e
Parameters

Language American English

WggLane Settings Debuy Options

At these Times

Run the Job  As Soon as Possible Schadule

Upon Campletion

¥ Save all Out ARl Click on ‘parameters’

Layout XCGOUAPINY| Pay Group The filters under
Motify Fram Entered Date

parameters can be used to
Print to  hoprint T Eifiznzd) Bz

narrow report data to
what is required

Cancelled Invoices Only [No

| Help (C) Unvalidated Invoices Only [No

Cancel

ﬁﬁ g ol s:;? «LLRUEWL&JL ) D ,H
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12.1.4 The options to filter the report include:

all salary invoices,
e salary invoices input within a specified period,
e whether to include cancelled salary invoices or not

e salary invoices that have not yet been approved for payment by the
accounting officer.

12.1.5 This report shows the supplier number, supplier/employee names, invoice number,
invoice status (e.g. validated), charge code item, invoice date, invoice amount,
description as well as the employee’s bank and account number. A sample of the

report generated is included under APPENDIX V.

b) GoU: Salary Payment Register

12.1.6 This is an IFMS report that shows a listing of salary invoices for which payment
has been processed on IFMS filtered on the basis of certain parameters a user
chooses. This report is generated by running a report request using the following
IFMS user responsibilities: GoU <MALG> Payables Invoice Entry, GoU
<MALG> Payables Invoice Approval, GoU <MALG> Payables User. These user
responsibilities are assigned to the Accounting Officer, the Head of Finance and an

Accountant.
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|| Oracle Applications - IFMS Production o[ (50, e |
Fils Edit Yiew Folder Tools incow Halp ORACLE

HYo B8y 20D #EG LO0405 12

== x|ilx
Run this Request...
Capy.
= 3
[ETMCHG oL Salary Payment Register
l Operating Unit  Kampala Capital City Autharity
Parameters
Language American English
Language Settings Debuy Options
At these Times
Runthe Job As Soon as Paossible Schedule...
Upon Completion.
¥l Save all Qutput Files

O Parameters
Layout GOU: Salary Pay
MNotify [ZEVACIGIT N SALAR' jSALARY
Print ta - noprint From Entered Date
To Entered Date
Help (C)
{ [ Cancel Clear Help

pen

12.1.7 1t is important to note that this report DOES NOT guarantee that an employee’s
account has been successfully credited with the payment until confirmed on the
bank statement. The report simply confirms that the payment was forwarded from

IFMS to Bank of Uganda for processing.

12.1.8 This report shows the supplier number, supplier names, invoice number, payment
date, amount paid, EFT number as well as the employee’s bank and account

number. A sample of the report generated is attached as APPENDIX V1.
C) Invoices on Hold Report

12.1.9 This report shows all invoices that failed the process of validation (approval) by the

Accounting Officer. A salary invoice can fail validation for a number of reasons
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12.1.10

12.1.11

12.1.12

12.2

1221

12.2.2

including insufficient funds on the charge item code. At the bottom of the report,

there is a narration of the individual hold as well as the cause of the hold.

This report should be ALWAYS be run as soon as the Accounting Officer has
completed the validation process to ensure that all invoices have been properly
approved and that this report is blank. Any salary invoices on hold should be
attended to as soon as possible. Once the cause of the hold has been rectified, the

Accounting Officer should re-validate (approve) the affected invoices.
d) Void Payment Register

This report shows all payments that have been voided (cancelled) on IFMS. A
payment will be voided on IFMS only if the payment was cancelled by the bank
itself (i.e. the payment was not effected by the bank and therefore bounced back
(unapplied) to the paying account. On proof of the cancelled payment by the bank,
the payment will then be voided on IFMS.

Voiding of payments is only done at the Treasury. If you note unapplied payments
on your salary bank account statement which still show a status of ‘paid’ on IFMS,
then notify the Principal Accountant/FMS at the Treasury so that the payment is
voided. Once the reason for the unapplied payment is rectified (refer to section 9

above) then the invoice can be revalidated for payment resubmission.

Salary Bank Account Reconciliation

Reconciliation should be carried out promptly and on a regular basis. Bank
statements from Bank of Uganda are automatically uploaded for every vote on a
daily basis. All salary payments will be reflected on the bank statement. It’s
therefore imperative that the vote performs reconciliation in order to quickly
identify anomalies such as unapplied payments or irregularities in salary amounts

paid.

If an employee’s salary payment (identified by EFT number) does not appear on

the bank statement, it implies that the payment was not processed by bank of

Uganda. Reasons for this include: wrong bank name, wrong branch name, non-
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existent bank or branch, wrong payment method attached to payment (e.g. check
rather than EFT), and lack of payment details (e.g. missing bank account name or
number). Bank of Uganda will reject these.

12.2.3 If an employee’s salary payment appears as both a debit and a credit transaction on
the salary bank account statement, it implies that the employee’s salary was

bounced from the commercial bank where the employee holds their account.

Reasons for this include: wrong bank name, wrong bank account number or non-

existent account.

12.3 Payroll to Salary payments reconciliation (off system)

12.3.1 Reconciliation of the salary payroll to the salary payments made from IFMS should
be reconciled consistently and systematically. An overall vote’s monthly
reconciliation for example would compare the total number of employees on the
payroll for the month against the total number of employees that have been paid
from IFMS that month. The difference in the two totals should be scrutinized and
resolved as soon as possible as this difference either represents employees not paid

or payments made to non-employees.

12.3.2 A more detailed reconciliation would compare the current month’s salary payments
to the previous month’s payments, after taking into account new staff recruited
(therefore an increase in salary payment) and retired staff (therefore a decrease in
salary payment). These two totals should also be reconciled and any variances

adequately explained to ensure consistency as well as completeness.
Format of payroll reconciliations by individual vote are illustrated below:

A. Reconciliation by amounts

Shs
Total net pay for processed for current month (per IFMS) XXXXX

Add: Total deductions paid for current month (per IFMS) XXXX
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Total payroll payment for current month XXXXXXX
Total Gross pay for current month per final payroll XXXXXXX
DIFFERENCE* NIL

* The difference above should be NIL. Otherwise any variance/difference should
be followed up and adequately explained.

B. Reconciliation of movements in total number of employees on payroll

Shs

Total employees on payroll of previous month XXXX
Add: Number of employees added on payroll for this

. XX
month (new, transfers in)

Less: Number of employees removed from payroll (XX)
for this month (retirees, exits, transfers out)

Expected total employee numbers o’n current KXXX
month’s payroll

Actual total employee numbers on current month’s KXXX
payroll

DIFFERENCE** XX

** Any variance/difference should be followed up and adequately explained.

The payroll totals should be obtained from the final IPPS Payroll and all payments
made from IFMS can be accessed using the aforementioned reports: ‘GoU: Salary

Invoice Register’ and the ‘GoU: Salary Payment Register’.
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13.

131

13.2

13.3

INVOICES CREATION USING THE IFMS-IPPS SYSTEM INTERFACE

An interface to facilitate the automated transfer of information from IPPS to IFMS
has been developed and tested. Even when the interface transfer is applied, that
does not alter the payroll processing and validation procedures outlines in this
publication and therefore Accounting Officers must continue to review the payroll
and process change requests in line with the process outlined.

Once the final payroll has been confirmed by the Accounting Officer and he/she is
satisfied that the IPPS information in respect to his/her vote is accurate and tallies
with the final payroll then the interface could be utilised to transfer information

from IPPS for purposes of creating salary invoices on IFMS.

Salary invoices will be created by running an upload programme on IFMS by the
Accountant responsible for salary payment at the vote. The process of approval of
the salary invoices by the Accounting Officer remains as outlined in Section 7
above and all the necessary reviews and checks must be performed prior to

approval.

14  CONCLUSION

141

Accounting Officers and staff at MALGs should refer to these guidelines and
procedures in the course of their recurring monthly payroll processing under the
decentralised arrangement. Further clarification in respect of these guidelines may
be obtained from the Accountant General or the Commissioner, Financial

Management Services at the address below:

Accountant General’s Office

Ministry of Finance, Planning and Economic Development
Plot 2 — 12 Apollo Kaggwa Road

P O Box 7031, KAMPALA.

Tel: +256 414 230487
+256 414 341305

Guidelines on decentralised salary payment processing



SAMPLE OF EMPLOYEE EFT DETAILS FORM

APPENDIX I
Employes EFT Pavment Detail: Form

Wi I:I:L__l Serfal Mo

Wobe Mame:

Tick as appropriate: Hew: [[]  Change: [] Inactivate [

& - Employee information [Tz bur i by P
Employes Mames (A5 Per IPFS and Bank )

isardatory)
[0 T | L |2, L PSSP

Frinchple Address:

B-Bank Information:

Bank Name: e EBranch Ham&: e

Bank Accownt | | [ [ T T T T I T T T ]] Coweney [T1]

C- Emplovee Signature
Mame R i |-
Sigmatures .. eiee. LAEE

D- Checked by Head of Department’Cast Centre

E- Verified by Homan Fesoorce Department
Sigmafure e e LR

E- Copfirmed by Acconnting Officer

Sigmafure ... ... Date

F- Entered on the system by Suppli=ts [TTTTTT1
Mame...... Date .............




EXAMPLE OF A COMPLETED EMPLOYEE MASTER DATA COLLECTION TEMPLATE APPENDIX I

H - : Employees Master Data - example] [Compatibility Mode] - Excel 7?7 EH - X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Michael Ssenyonga ~
[£—H
& Cut Calibri dn ey == 9 EwepTe Genera . E.'-—‘ By W = 5x @ 2 AutoSum - Ay
B2 Copy - s » B H Fill -
Paste ¢ . U - . M. A- === &£ Merge&[enter - ELg s w0om Conditional Formatas Cell  Insert Delete Format Sort & Find &
Format Painter Formatting~ Tabler Styles~ - - - = Clear~ Filter = Select~
Clipboard IFY Font P Alignment P Number IFY Styles Cells Editing ~
Al v Je v
A B C D F G H J K -
[ ] LIST OF EMPLOYEES
S.MNo. Last Name First Middle Name il Position Supplier Bank Name Supplier Bank Branch Supplier Account Number | TIN Number
7 Computer Number
3 1| 0SWAN Kitui Vita X000 | Chief Administrative Officer STANBIC BANK UG MBALE 000000
4 2|Ahimbisibwe Nathan X000 | Deputy Chief Administrative Officer STANBIC BANK UG NEBBI 000NN
5 3|0suna Emmanuel XX00 | District Chairperson CENTENARY BANK TORORO Y000
f 4|Akol Akol AKICOTH X004 | District Vice Chairpersen CENTENARY BANK TORORO XX
7 5| Michi Paul lames 0000 | District Speaker BARCLAYS BANK ENTEBBE TOWN 0000000000
8 6| Mulabya William WH0000K| District Planner STANBIC BANK UG TORORO 0000000000
g 7|0sudo Jackson XaX¥XX | Senior Assistant Secretary STANBIC BANK UG TORORO XXX,
10 E|Wasuba Shaban Kamadi XaX¥XY | Persanel Officer STANBIC BANK UG TORORO NN,
11 9)Amaolo David XaX¥XX| Procurement Officer CENTENARY BANE TORORO XXX
12 10(Jalali leremiah XaX¥XX | Senior Accountant CENTENARY BANE TORORO XXX
13 11|{Namugwere Sarah XXO0K| Senior Accountant STANBIC BANK UG TORORO 00NN
4 12|0sinde Micheal X000 | Finance Officer STANBIC BANK UG TORORO XOODONONN
15 13|0thieno Odoi Charles Y000 Examiner of Accounts CENTENARY BANK TORORO 000N
16 14|Lugolebi Bruce Harold XaX¥¥| Senior Assistant Secretary CENTENARY BANK TORORO XRXANNNN,
17 15|Musenero Eva XaX¥¥| District Production and Marketing CENTENARY BANK TORORO XRXNNN
18 16|Aroda Robinson X0 | Senior Inspector of Schools STANBIC BANK UG TORORO 000NN
19 17|Doya Yona Gamusi Y00 | District Education Planner CENTENARY BANK TORORO OO0,
20 18|Adongo Leo Owora XX00 | Water Officer STANBIC BANK UG TORORO 00NN
21 19| 0kello Robert John X000 | District Engineer STANBIC BANK UG TORORO OO0
22 20|0kumu Cyrus David Y0000 | District Health Officer STANBIC BANK UG TORORO 0000000000
23
4
25 NAME DATE SIGNATURE
26
27 ‘ R
) 1 3

EMPLOYEES

et

H M -——b——+ &%

ENG 01:28

O )

UK 02/06/2014



SAMPLE OF EMPLOYEE MASTER DATA FROM USED BY DATA LOAD SOFTWARE  APPENDIX IlI

8 Datotosd clossic I L |

File Edit Tools Help

BN N=9020 20E-@ www.dataload het :
Windew Enter the Macro load target window name W\N\N . d atal 0 a d ) C o m
MNotes -
gt =
Data \E Seript |
Main Load Data Data Data Key Strokes Data Key Strokes Data Data Key Strokes Data Key Strokes Data Data Data Key Strokes Data Data Data -
8 \Supplier Man Supplier Mun \Mnvoice Date Wnvoice Mum Wnvoice Amo L4
2 ‘\Standard TAB TAB VABAFAHO 1 TAB 222181 TAB TAB \26-APR-201 TAB 1158372 APR TAB WIGK TAB ‘188723 TAB TAB TAB TAl
3 ‘\standard TAE TAE VAGAEA DOFTAB ‘222797 TAEBE TAE \26-APR-201 TAB \704597 APR TAB WIGX TAB V317357 TAE TAE TAB TAl
4 ‘\Standard TAB TAB YAGABA JOSTAB 222191 TAB TAB \25-APR-201 TAB 1156808 APR TAB WIGK TAB 382082 TAB TAB TAB TaAl
5 ‘\Standard TAB TAB VAGATHA PA TAB 1222193 TAB TAB \26-APR-201 TAB 1155910 APR TAB WIGK TAB 225201 TAB TAB TAB TAl
&8 ‘\standard TAE TAE VAGUMAHEB\ TAB ‘222194 TAEBE TAE \26-APR-201 TAB 1158407 APR TAB WIGX TAB 300330 TAE TAE TAB TAl
7 ‘\Standard TAB TAB SVAGUMEMAIT TAB 222195 TAB TAB \25-APR-201 TAB 1155290 APR TAB WIGK TAB \287357 TAB TAB TAB TaAl
8 ‘\Standard TAB TAB SVAGUMEMAIT TAB 222195 TAB TAB \26-APR-201 TAB 1156206 APR TAB WIGK TAB ‘188411 TAB TAB TAB TAl
a ‘\standard TAE TAE VAHAABWE G TAB ‘222799 TAEBE TAE \26-APR-201 TAB 1158437 APR TAB WIGX TAB \252577 TAE TAE TAB TAl
10 ‘\Standard TAB TAB VAHEEWA WI1TAB 222800 TAB TAB \25-APR-201 TAB 1156062 APR TAB WIGK TAB \187287 TAB TAB TAB TaAl
11 ‘\Standard TAB TAB ‘Ahimbisibwe TAB 48748 TAB TAB \26-APR-201 TAB 1159134 APR TAB WIGK TAB V352577 TAB TAB TAB TAl
12 \Standard TAB TAB VULIUS AHIN TAB V71220 TAB TAB \26-APR-201 TAB 1158526 APR TAB WIGK TAB \302577 TAB TAB TAB Tal
13 ‘\Standard TAB TAB AKAHABWA TAB 222217 TAB TAB \25-APR-201 TAB 1158912 APR TAB WIGK TAB 247326 TAB TAB TAB TaAl
14 ‘\Standard TAB TAB NAKIITWIME | TAB 222805 TAB TAB \26-APR-201 TAB 11569056 APR TAB WIGK TAB ‘296454 TAB TAB TAB TAl
15 \Standard TAB TAB TAMANYA VA TAB V222221 TAB TAB \26-APR-201 TAB 1155546 APR TAB WIGK TAB \332577 TAB TAB TAB Tal
15 ‘\Standard TAB TAB VAMPAIRE LY TAB 222806 TAB TAB \25-APR-201 TAB 1156862 APR TAB WIGK TAB 244100 TAB TAB TAB TaAl
17 ‘\Standard TAB TAB VAMPEIRE JE TAB 222222 TAB TAB \26-APR-201 TAB 1158688 APR TAB WIGK TAB 1267242 TAB TAB TAB TAl
13 \Standard TAB TAB VANSINGURII TAB 1222230 TAB TAB \26-APR-201 TAB 1155011 APR TAB WIGK TAB 329538 TAB TAB TAB Tal
19 ‘\Standard TAB TAB \AREEEA ROI TAB 1221872 TAB TAB \25-APR-201 TAB 1159433 APR TAB WIGK TAB 592668 TAB TAB TAB TaAl
20 ‘\Standard TAB TAB ‘arinatiwe J:TAB 221888 TAB TAB \26-APR-201 TAB 1701329 APR TAB WIGK TAB 311780 TAB TAB TAB TAl
21 \Standard TAB TAB VARIMANYE £ TAB 1221887 TAB TAB \26-APR-201 TAB 1155139 APR TAB WIGK TAB \232577 TAB TAB TAB Tal
22 ‘\Standard TAB TAB NARINAITWE TAB 1221879 TAB TAB \25-APR-201 TAB 1157444 AFR TAB WIGK TAB V317357 TAB TAB TAB TaAl
23 ‘\Standard TAB TAB VARUHO LAW TAB 1221891 TAB TAB \26-APR-201 TAB 1159152 APR TAB WIGK TAB ‘321127 TAB TAB TAB TAl
24 \Standard TAB TAB VARUHO DEM TAB 1221893 TAB TAB \26-APR-201 TAB 1159307 APR TAB WIGK TAB 139530 TAB TAB TAB Tal
25 ‘\standard TAB TAB ‘Asaba Florel TAB 210202 TAB TAB \26-APR-201 TAB 1159403 AFPR TAB WIGK TAB 356318 TAB TAB TAB TAl
26 ‘\Standard TAB TAB ‘Asimwe Goi TAB V222725 TAB TAB \26-APR-201 TAB 1159552 APR TAB WIGK TAB 318802 TAB TAB TAB TAl
27 \Standard TAB TAB ‘Asiimwe Jac TAB ‘221914 TAB TAB \26-APR-201 TAB 1155514 APR TAB WIGK TAB 1328230 TAB TAB TAB Tal
23 ‘\standard TAB TAB VASIIMWE AS TAB 221900 TAB TAB \26-APR-201 TAB 1158523 APR TAB WIGK TAB E25444 TAB TAB TAB TAl il
L 3

[lata size: 49 Cols, 197 Rows Rowl, Coll Invalid Cells: O




EXAMPLE OF A COMPLETED MAPPING TEMPLATE FOR EMPLOYEE SALARY INVOICES APPENDIX 1V

H ©- s Mapping Template 1 [Compatibility Mode] - Excel ? B - x
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Michael Ssenyonga -
o Cut . e = = = AutoSum ~
6 Cu Calibri -1 - KA == $-  EfWepTet General - - 7 D} l1E-E||:|:| EE); Ill > AutoSum %Y [H]
R Copy - L & (¥ Fill - ]
Paste o ) B I U-~ By . A.' === & 3= EMerge&Center . o+ 50 M Conditional Formatas Cell Insert Delete Format Sort & Find &
- Format Painter Formatting~ Table~ Styles~ - - - £ Clear~ Filter - Select
Clipboard Pl Font ra Alignment 7} Number P} Styles Cells Editing A
B17 - fe v
) B o] [u] E F G H | J K L [l i) "
IPPS -
Invoice Employee IFMS - Invoice  |Invoice (Net) Pay
1 |Type IPPS - Employee Name Number IFMS - Supplier Name | Supplier No. |Site Invoice Date |Invoice Number | Currency |Amount Description Group  |Account Code Combination
2 |Standard |JOHN BAPTIST 760785 JOHN BAPTIST 75937 MoFPED  |16-lan-2014 |760785-lanl4 UGk 3,216,511 |Net salary-JAN 2014 |SALARY  [01-002-008010000-00-00-0000-0000-085101-211104
3 |Standard  |AKELLO MARTHA 760821 AKELLO A. MARTHA |10523% MoFPED  |16-lan-2014 |760821-lanld UGK 3,546,755 |Net salary-JAN 2014 |SALARY [01-002-008010000-00-00-0000-0000-085101-211104
4 |Standard |ALIBAT STELLA 760823 ALIBAT STELLA 75932 MoFPED  |16-lan-2014 |760823-lanld UGK 3,058,716 |Net salary-JAN 2014 |SALARY [01-002-008050000-00-00-0000-0000-085101-211104
5 |Standard |AMONG JOSEPHINE 797728 AMONG JOSEPHIN 118010 MoFPED  |16-lan-2014 |757728-lanld UGK 1,876,047 |Net salary-JAN 2014 |SALARY [01-002-008050000-00-00-0000-0000-085101-211104
E |Standard  |MAN ASUMAN MUKASA 760799 VAN ASUMAN 76066 MoFPED  |16-lan-2014 |7607959-lanld UGK 1,373,217 |Net salary-JAN 2014 |SALARY [01-002-008070000-00-00-0000-0000-085101-211104
7 |Standard |JOHNSON DENNIS 760829 JOHNSON DENNIS | 76016 MoFPED  |16-lan-2014 |7608259-lanld UGK 3,413,426 |Net salary-JAN 2014 |SALARY [01-002-008070000-00-00-0000-0000-085101-211104
% |Standard |BEN FRED OCEN 760817 BEN OCEN FRED 75960 MoFPED  |16-lan-2014 |760817-lanld UGEK 31,852,218 |Net salary-JAN 2014 |SALARY |01-002-008070000-00-00-0000-0000-085101-211104
L
10
n
12
12
4
15
18
17] [ ]
12
13
]
21
22
22
24
5
2%
7
28
23
a0
A
k2]
5]
4 -

M -————+ 2%
2d 14:49
UK  06/06/2014

+ " § 7Y




163 Arua Referral Hospital

Pay Group SALARY

Currency UGX

SAMPLE OF SALARY INVOICES REGISTER GENERATED FROM IFMS

GOU: Salary Inveoice Register

From Entered Date
To Entered Date

Report Date

Page

of 1@

Cancelled Invoices Only  MNo
Unapproved Invoices Only Mo

APPENDIX V

27-FEB-2014 18:15

Supplier Supplier MName Invoice Humber | Invoice Date Inwoice Amount | Description Bank Name Remit to Account
Number
114215 Myakuni Kosta 114215-24FEB1 24-FEB-14 188,862 Met salary-FEBE 2014 Centenary Bank 2020010383
4
114328 Odu Bernard 114328-24FEB1 24-FEB-14 1,373,283 Met salary-FEE 2014 Howsing Finance 0114438823300
4 Bank
116605 Omega A Tom 116805-24FEB 1 24-FEB-14 218,131 Met salary-FEB 2014 Stanbic Bank Ltd 9030003563285
4
118628 Munduru Teddy 118828-24FEB1 24-FEB-14 311,428 Met salary-FEE 2014 Stanbic Bank Ltd 0121091881401
4
123258 Avako Florence 123258-24FEB1 24-FEB-14 435,025 Met salary-FEB 2014 Stanbic Bank Limited | 0121091880101
4
125681 Cinen Ared 125881-24FEB1 24-FEB-14 136,883 Met salary-FEB 2014 Stanbic Bank Limited | 0121092740901
4
12600 Dipic Michae 12690-24FEB 14 24-FEB-14 184,082 Met salary-FEE 2014 Centenary Bank 2020030755
207B44 Mawa Geofrey 207844-24FEBT 24-FEB-14 1,448 BGB Met salary-FEE 2014 Stanbic Bank Ltd 0121098042501
4
208675 Tiperu Beatrice 200875-24FEB T 24-FEB-14 478,811 Met salary-FEB 2014 Stanbic Bank Limited | 0121091729501
4
208678 Anicia Munduwru Alice 20B878-24FEBT 24-FEB-14 534,275 Met salary-FEB 2014 Stanbic Bank Limited | 0121091757001
4
200677 Anguparu Fose 20087 7-24FEBT 24-FEB-14 283,505 Met salary-FEE 2014 CENTEMARY 2020329730
4 RLURAL
DEVELOPMEMNT
BAME
208678 Anicia Might 208878-24FEBT 24-FEB-14 414,083 Met salary-FEE 2014 CENTENARY 2020022281
4 RURAL
DEVELOPMEMNT
BAME
208678 Tabu Susan 208878-24FEBT 24-FEB-14 870,071 Met salary-FEE 2014 CENTENARY 2020005418
4 RURAL
DEVELOPMEMNT
BiAME
2086380 Candiru Molly 208080-24FEBT 24-FEB-14 451,736 Met salary-FEE 2014 Stanbic Bank Limited | 0121091883201
4
208681 Mdezo Beatrice 208881-24FEB 1 24-FEB-14 250 455 Met salary-FEB 2014 Stanbic Bank Limited | 0121091540301
4
208632 Aciolea Sivano 208832-24FEBT 24-FEB-14 885,860 Met salary-FEBE 2014 CENTENARY 2020032083
4 RURAL

DEVELOPMENT




16T Jinja Referra

SAMPLE OF SALARY PAYMENT REGISTER GENERATED FROM IFMS

| Hospital

APPENDIX VI

GOU: Salary Payment Register Report Date 14-APR-2014 12:48
Fage i of @
Pay Group SALARY From Entered Date 20-MAR-14 To Entered Date 31-MAR-14
Currency UGX
Supplier Number | Supplier Name Inwoice Number Payment Date Amount Paid | EFT number Bank MName Remit to Account
20B473 Kayesera Magulenges Rose T28187 -MAR-14 27-MAR-14 467,228 553782 Ornent Bank 10100305010102
20B472 Mukyala Damal 728073 -MAR-14 27-MAR-14 854,027 553703 Stanbic Bank Lid 012103411771
20471 Akulle Janat Martha T25783 -MAR-14 27T-MAR-14 G30.0a80 553704 Stanbic Bank Lid 0121025335501
20B470 Swankuire Godfrey 728054 -MAR-14 27-MAR-14 871,251 653705 Stanbic Bank Lid 0121037821101
20B488 Were Kintu John T25047 -MAR-14 2T-MAR-14 207,830 R53THE Stanbic Bank Lid 2030000248600
20E488 Awubwa Wakooli Juliet 725921 -MAR-14 27-MAR-14 873,551 55377 Bank of Baroda 8503010003338
20E487 Mwijukye Julius B00912 -MAR-14 27-MAR-14 BEG.B04 F537E8B Centenary Bank 3720011085
20E486 Bumba Mafutali 733472 -MAR-14 2T-MAR-14 237,842 553TEE Centenary Bank 4220010532
20B485 Mabbaale Jacent T33783 -MAR-14 27-MAR-14 411 444 553800 Equity Bank 1038100515082
20E484 Mukwana Josephat T20088 -MAR-14 27-MAR-14 253,564 653801 Stanbic Bank Lid 0121036473501
20E483 Mamakula Joan 728541 -MAR-14 27T-MAR-14 652 331 653802 Stanbic Bank Lid 0121077304301
20E482 Mamukasa Kigabane Florence 728500 -MAR-14 27T-MAR-14 469.080 553803 Barclays Bank 5B00B45973
Elaine
20E481 ¥ andua Matayo T28487 -MAR-14 27-MAR-14 T38.351 653804 Centenary Bank 2020003771
20E480 Bikumbi Patrick 728226 -MAR-14 27-MAR-14 274,653 553805 Stanbic Bank Lid 2030000843548
20E458 Kinmda Dorothy Enid 725730 -MAR-14 27-MAR-14 865,660 653806 Bank of Africa 03026780001
20E458 EBayo Jinnous 728571 -MAR-14 27-MAR-14 879,345 553807 DFCWU Bank 01033010232355
20B457 Isingoma Jonan 728518 -MAR-14 27-MAR-14 451,385 553808 Stanbic Bank Lid 0121005454701
2E458 Odeke Martin 728312 -MAR-14 27-MAR-14 832 385 53800 Centenary Bank 4520081052
20E455 Mukaaga Denis 728801 -MAR-14 27T-MAR-14 5B5 677 553810 Tropical Africa Bank 0010157748
208454 Mabwami Voila 728581 -MAR-14 27-MAR-14 430,580 553811 Centenary Bank 2520500382
20E453 Mandera Monica TETTET -MAR-14 2T-MAR-14 563377 E63812 Centenary Bank 3720006050
20B452 Malinga Joyce 728324 -MAR-14 27-MAR-14 208.831 553813 Stanbic Bank Lid 01021038350301
20E451 Metuwa Stella 728306 -MAR-14 27-MAR-14 207301 653814 Stanbic Bank Lid 0121034588001
2OE450 Mwase Aggrey T25810 -MAR-14 27-MAR-14 675,780 653815 Stanbic Bank Lid 0140547351801
208448 Mukisa Grace 728243 -MAR-14 27-MAR-14 438,109 553816 Centenary Bank 3520004218
20E448 Mamulindwa Bridget TETTEE -MAR-14 27-MAR-14 3EB68.823 553817 Equity Bank 1003100684644
208447 Mukasa Abdu T28306 -MAR-14 27T-MAR-14 488,324 553818 Stanbic Bank Lid 0121030381301
20E4458 Semakula Tobias Wilberforce 713930 -MAR-14 27-MAR-14 TH2.054 653818 Centenary Bank 5520020282
20E445 Mdibalekera Sarah 728807 -MAR-14 27-MAR-14 571,645 553820 Stanbic Bank Ltd 0121023533601
208444 Mamukowa Vincent 728805 -MAR-14 27-MAR-14 152,105 53821 Centenary Bank 3120022888
20E443 Cheptoyek Newton 728570 -MAR-14 27-MAR-14 201,403 B63822 Centenary Bank 4320000282
20E442 Kalege Edwin T2E5808 -MAR-14 27-MAR-14 127.219 553823 Centenary Bank 4320000251
206441 Wagaba Benon 728587 -MAR-14 27-MAR-14 132431 553824 Stanbic Bank Lid 8030001415823
20E440 Takwana Geofrey 728550 -MAR-14 27-MAR-14 164,509 B63825 Crane Bank 0148060081200
208438 Mukisa Smaon 728556 -MAR-14 27-MAR-14 147 650 B53826 Stanbic Bank Lid 0140583138701
20E438 Mbaziira Emmanuel 728554 -MAR-14 27T-MAR-14 140,629 B6382T Stanbic Bank Lid 0140503132601
20E437 Okwii Esawe Richard 728537 -MAR-14 27-MAR-14 148,831 553828 Centenary Bank 3020511945
20E435 Manyunja Betty 728536 -MAR-14 27T-MAR-14 244 450 653820 Crane Bank 0140001374100




FLOW DIAGRAM SHOWING BUDGETING FOR WAGES AND DECENTRALISED PAYROLL PROCESSING

APPENDIX VII

payrall

Annual budgeting for Salaries

Monthly Payroll Processing

Salary Payment process (through IFMS)
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