USER MANUAL

Kagga And Partners Requisition Module

SEPTEMBER 21, 2020

EISAH K MAYANJA
128 OLD KIRA ROAD | LEVEL 2 KAMURE PARK BUILDING



Table of Contents

Ao [ a1 T I = o] TP PROTRRRUPRRRUR 3
Fie [o I T I =0 a o] (o) 7T 3
Edit Or De-activate @an €MPIOYEE .....cccuviiiiiiiieeeieeeee ettt ettt sbe e s be e st e e s be e e sate e sabeesbaesaeeenaeeesaree s 4
IMLAN@EE UNIES....eeeiiiiieitet ettt ettt e e e s s bbbt e e e e e e s s ab bbbt e e e e e s saaabbb et e eeessesnsbbaeeaeesssaannsrneeeeess 4
0=To (ST L [o] KRR 5
L Lo =To! £SO 6

(O =E L (I TN o] o= Tot SRR N 6
XS ={ g W= o] o) Yot olo o) ¢e [TgT- ) o] (RSO 7
D72 o 1= T g 1=] 01 RN 8
Y] o X I=T o =1 d 1 1 =T o} £ OO R O UR U UPRROO 9
2 TW T =T R SPPRROE 10
=TT o N 12
(G o T=T o= I 2U=T o Yo RPN 13
Sub Department Budget Deviations REPOITS ....cciieiiiicciiiiiiee ettt et e e e e e e enrrare e e e e s s ennbraaeeeeeeeennns 13
Project Budget Deviations REPOIS.........uviiiieiiiiiiiiieeeee e e eccittee e e e e e eecetrre e e e e e e s seabrareeeeesseeasssseseeessennnnnnaneeeens 15

N1 1Y 1T 0] o 1T PP RUPRUPROPRRUPRRRPN 16
View SUb DepartmMeNnt BUAGEL: .......cooi ittt e e e et rre e e e e e e s et bae e e e e e e s e nnbraaeeaeeeseennnsssnneeens 16
REGUISITIONS ...eeeeeeeeeiiiieieieeeeeeeeeee et eeeeeeeeeeeeeeeeee e e e aeaeeeeeeeeeeeeeseseeseeeseessssssssssssssssssssssssssssssssssssssnsssssssnnnsnnnnnnnnnnnnnnnn 16
Support Resource ReqUISITION REQUEST ....cciiiiiiiiiiiieie ettt et e e s s sirrre e e e e s s ssabraaeeeessssssbenesaeesssnnns 18
Providers REQUISITION REQUEST.......ccciiiieiiiee ettt e et e et e e s e st e e e s ae e e s sabae e e ssataeessseeeessnsaneessnssneeennsenesans 19
o o T [=Tot A @] o [T -1 o 19

Line Manager HUMAN RESOUICE.......iiiiuiiiiiieeeieeiiiiiitettee e e s ssitrreeeeeessssabbtaeeeeessssaabbareeeeesssssssssaeeaeessssnssssnnaeeesssanans 20
Yo o] 017 | 3RS 20

EXECULIVE Dir€CtOr TECNNICAL. ...ciuiiiiiii ettt ettt et e sae e st e s bt e e bt e e sabeesabeesabeeenees 22
Yo o] 017 | 3PN 22

TV )Y =l D[ =Tol Ko g @ o T=T - | £ o] o [T PP PPN 23
Y o 1 017 | 3TN 23

(01 115 0 -1 DO PO O OO OO TSP UPTOUPTRURROUPROt 25
Yo o] 017 | 3RS 25



Y ETaE= Tl o= 1T o =Tot o] PP PPTPPPTN 27

N o] | O TR TOUPROUSPRRRRNt 27
FA o] o T oY1 LTSRN 27
FAtololo 18 o] £=] o | SOT OO PO PPPPPPTPORINE 30
1Yo ] | RPNt 30
e Ce ol =T o= 1V 4 0 1= o | RPN 31
LEATET ACCOUNTS. ..eutieuteettett ettt ettt sttt ettt sae s at e s at s ae e ab e s a bt s ab e e ab e e ab e e ab e e st e eabeeab e ea b e eabeenbeeabeeabeenbeenbeenbeenbeenbeenes 33
BaANK ACCOUNTS ...ttt ettt ettt st e b e s bt e s bt e s bt e s bt e s b e e sbeesbeesbeesbeesheesbeesbeesheesheesbeesbeesbeesutesanesanenas 33



Administrator

Add an Em P | Oyee: The administrator shall click “add employee” button and fill in the form accordingly

(All fields are compulsory) then click submit to create the employee account.

Staff Employees

Add Employee @

Active Activated Ed|t E’;
DeActivat
eX

Figure 1 Employees' screenshot

Add New Staff

-- Choose Department -- v Enter Phone Contact
-- Choose Sub Department -- ~ Enter Password

Enter Firstname Re-enter Password
Enter Lasthame

Figure 2 Screenshot showing form used to create an employee account.



Edit or De-activate an em ponee: The administrator may click the “edit” button in the “Actions”
column (shown below) to edit the employee’s record; a form shall appear that can be used to edit the record,

click submit to save the changes accordingly.
To deactivate an employee account, the administrator shall click the “DeActivate” button in the “Actions”

column (shown below).
' Staff Employees

Add Employee @

Edit (&

DeActivat
ex

2 Ivan Kalanzi ivan@kagga.com 0705453212 [ Activatea ] Editz
it 2

DeActivat
ex

Figure 3 Screenshot showing Edit and Deactivate User account buttons.

Manage Units
To create a new unit, the administrator shall click Manage Units from the left-hand side vertical menu; click
the add new unit button and add the unit.

To edit an existing unit, the administrator has to click the edit button in the Actions column.

Manage Units

Add New Unit ©

2 H
o Edit @

Figure 4 Manage Units screenshot



Requisitions
To view submitted requisitions:
e The administrator shall click “all requisitions” from the left-hand side vertical menu; a list of all

submitted requisitions shall appear as shown below.
All The Requisitions

Not Prioritised Pending Support Resource Requisation M
ore

Details »

Approval
Chain %8

2 1601036722 Crested cash Approved By Managing Dirsctor Eric M
Cranes Kateregga Ofe
Details »
|

Approval
Chain £

Figure 5 Screenshot showing a partial list of submitted requisitions.

® C(Click the one of “More Details” or “Approval Chain” buttons in the Actions column (refer to figure
above) to view details about a particular requisition or its approval status.



Projects

Create a Project: To create a project, the administrator shall click projects from the left-hand side

vertical menu. From the drop-down menu click manage projects.

» Projects

» Manage Projects

»  Co-ordinator
Assignment

Figure 6 Projects drop-down menu

e From the resulting page (shown below), click add project and fill out the form (all fields are required)
and submit it by clicking the submit button at the end of the form.

e To edit an existing project, from the Actions column (shown below) click the edit button and make the
necessary changes and submit it by clicking the submit button at the end of the form.

e The administrator may mark the project as done using the “Mark As Done” button in the Actions

column upon it’s completion.

Manage Projects

»  Staff Employees

Add Project @

Manage Units
Reports
Add Staff
Show 10 ~ entries Search:
All Requisitions
Project Project Start Project End
Requisitions ID |:  Project Name Code Status Date Date Actions
o 1 Kabale—Kisoro-Bunagana Road KKBR- | ACTIVE | 09/16/2020 05/26/2025 o —

Support Requisition 373450 Edit(& J
Projects Mark As Done
> Manage Projects 2 Upgrade Nakwero-Kiwologoma Road o~ N12 CED  09/16/2020 09/16/2021 Edit 7

: Bitumen ! |
»  Co-ordinator

Assil t
ssignmen Mark As Done

Manage Budgets

Showing 1 to 2 of 2 entries Previous 1 Next

Manage Departments

Figure 7 Manage Projects Screenshot



Assign a project coo rdinator: the administrator shall click projects from the left-hand side vertical

menu. From the drop-down menu click “Co-ordinator Assignment”.

e From the resulting page, click “Assign Project Coordinator”, select the project and coordinator from

MENU

Staff Employees

Manage Units

Reports

Add Staff

All Requisitions

Requisitions

Support Requisition

Projects

Manage Budgets

Manage Departments

Manage Sub Departments

Assign Project A Co-ordinator

Select Project Coordinator

-- Choose Staff Employee --

Select Project

-- Choose a Project --

the dropdown and click submit to save the changes made to the project.

Figure 8 Screenshot showing Project Coordinator Assignment form.

e To re-assign the project coordinator, click “Re-assign Coordinator” from the Actions column. Select a
coordinator from the dropdown list and click submit to save the changes.

MENU

Staff Employees

Manage Units

Reports

Add Staff

All Requisitions

Requisitions

Support Requisition

Projects

» Manage Projects

»  Co-ordinator
Assignment

Manage Budgets

Project Coordinators

Assign Project Coordinator ©

show 10 - entries Search:
Project Project Project
D J: Coordinator Project Name Code Status Start Date End Date Actions
1 Buwembo Upgrade Nakwero-Kiwclogoma Road ~ N12 | ACTIVE | 09/16/2020 09/16/2021 <
Frank to Bitumen Re-assign
Coordinator §#§
2 Allan Abaho Kabale—Kisoro-Bunagana Road KKBR- [ acTive | 09/16/2020 06/26/2025 .
9 373450 Re-assign
Coordinator i

Showing 1 to 2 of 2 entries.

Figure 9 Project Coordinators Management screenshot.

Previous 1 Next



Departments
To manage departments i.e. to create or edit: the administrator shall click Manage Departments from the left-

hand side vertical menu.
From resulting page:

e Click add department to create a new department, add a department name and click submit to save

the changes.
e To edit an existing department, click the edit button in the Actions column, change the department

name and click submit to save the changes.

Manage Departments

Add Department &

Edit &

Operations Edit@

Edit (¢

Figure 10 Manage Departments Screenshot

Edit Department

Submit

A ~tivinta WA in A Auoe

Figure 11 Screenshot showing form to edit departments.



Sub departments

To manage sub departments i.e. to create or edit: the administrator shall click Manage Sub Departments from

the left-hand side vertical menu.
From resulting page:

e Click add sub department to create a new sub department, select a department from the drop-down
list, add a sub department name and click submit to save the changes.

e To edit an existing sub department, click the edit button in the Actions column, select a department
from the drop-down list, edit the sub department name and click submit to save the changes.

MENU

Manage SubDepartments

> Staff Employees

Add Sub Department @

» Manage Units

Edit (&

Operations Edit @

Edit (&
4 Technical ENGINEERING Edit @

Figure 12 Manage sub departments screenshot.

» Manage Departments

Edit SubDepartment

Welfare v
HR & ADMINISTRATION

Submit

Figure 13 Screenshot form used to edit sub departments.



Budgets
To create a budget or view budgets; the administrator shall click Manage Budgets from the left-hand side
vertical menu. A drop-down list: add budget, add Project Budget, All Budgets, All Projects Budgets shall appear

as shown below.

» Manage Budgets

» Add Budget

» Add Project Budget

»  All Budgets

All Project Budgets

Figure 14 Manage Budgets drop-down menu.

From the drop-down list click:

e Add Budget to create a sub-department budget: select the sub-department of choice and upload an

excel sheet of the budget. Click submit to save the created budget.

Add Budget

»  Staff Employees

» Manage Units

» Reports

» Add Staff

Sub Department”

» Al Requisitions
-- Select Sub Department --

» Requisitions

Upload Budget

»  Support Requisition [ Choose File |Nofile chosen ]

» Projects

» Manage Budgets

» Add Budgat m

»  All Budgets

Figure 15 Screenshot showing the sub-department budget creation form.
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e Add Project Budget to create a project budget: select the project of choice and upload an excel sheet
of the budget. Click submit to save the created budget.

Add Project Budget

»  Staff Employees

Manage Units

Reports

Add Staff

Project*
All Requisitions
-- Select Project --

Requisitions
Upload Project Budget

Support Requisition

~—

[ Choose File |No file chosen

Projects

Manage Budgets

»  Add Budget m

» Add Project Budget

» Al Budgets
Figure 16 Screenshot showing the Project budget creation form.

e All Budgets to view budget utilization, delete, download all sub-department budgets as shown below.

Reports
Add Staff
Show 10 - entries Search:
All Requisitions
Sub
Requisitions D i Department Budget Name Year Download Utilisation Delete
) 1 HR & KAGGA & PARTNERS PROPOSED ADMINISTRATION & HR 2020
SUpPOILRSGUEC) ADMINISTRATION ~ BUDGET ESTIMATES FOR THE YEAR 2019 Download Budget Delete
Budget & Usage g
Projects @
Manage Budgets
2 HR & KAGGA & PARTNERS PROPOSED ADMINISTRATION & HR 2020 — — —
ADMINISTRATION ~ BUDGET ESTIMATES FOR THE YEAR 2019 Downloa udge B
» Add Budget Budget & Usage ]
Budget @
All Budget
L 3 HR & KAGGA & PARTNERS PROPOSED ADMINISTRATION & HR 2020 load Budaet Delet
Al Project Budgets ADMINISTRATION ~ BUDGET ESTIMATES FOR THE YEAR 2019 Downloa =R i3
. Budget & Usage ]
Manage Departments 2

Figure 17 Screenshot showing sub-department budgets.
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e All projects budgets to view budget utilization, delete, download all project budgets as shown below

- Project Budgets

»  Staff Employees

Add Project Budget ©

» Manage Units

» Reports
» Add Staff
Show 10 - entries Search:
» Al Requisitions
D i Project Name t Budget Name t Download t Utilisation t Delete t
» Requisitions

1 KabaleKisoro-Bu Road Kabale—Kisoro—B Road
- - e K
»  Support Requisition
Budget & Usage ® o

» Projects

2 Upgrade Nakwero-Kiwologoma Road Upgrade Nakwero-Kiwologoma Road D
to Bitumen to Bitumen load BUdQEt Delete
» Manage Budgets Budget * usage @ m

» Add Budget

Showing 1 fo 2 of 2 entries Previous 1 Next

»  Add Project Budget
»  All Budgets

»  All Project Budgets

Figure 18 Screenshot showing Project budgets.

Reports
To generate a report, the administrator shall click Manage Budgets from the left-hand side vertical menu. A
drop-down list: General Reports, Sub Department Budget Deviations Report and Project Budget Deviations

Report shall appear as shown below.

» Reports

»  General Reports

» Sub Department Budget
Deviations Report

» Project Budget
Deviations Report

Figure 19 Screenshot showing the Reports drop-down list.
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From the drop-down list click:

General Re po r'tS: This option shall be used to generate: With Holding Tax, Value Added Tax, Pay As You

Earn, NSSF, Pending Requisitions, Deferred Requisitions, Cancelled Requisitions, Partially paid Requisitions and
Fully Paid Requisitions reports from the drop-down options. Select the start and end dates then click “Generate
Report”. Screenshot shown below.

Generate Reports

Staff Employees

Manage Units

Reports
Select Report To Generate
» General Reports

Pay As You Earn Report
» Sub Department Budget

Deviations Report

Start Range Date

» Project Budget
Deviations Report

2020-08-31

Add Staff End Range Date

2020-09-25
All Requisitions

Requisitions

Support Requisition

Generate Report
Projects

Figure 20 Screenshot showing a PAYE report to be generated.

Sub Department Budget Deviations Reports: This option shall be used to generate sub
department reports i.e. HR & ADMINISTRATION, ICT, BUSINESS DEVELOPMENT and ENGINEERING using the

“Select Sub Department” drop-down.

Sub Department Budget Deviations Reports

Staff Employees
Manage Units

Reports

Select Sub Department
» General Reports

ICT =
» Sub Department Budget
Deviations Report --Select Sub Department --
Budget HR & ADMINISTRATION
Deviations Report ICT

Add Staff BUSINESS DEVELOPMENT
ENGINEERING

Al Requisitions

Figure 21 Screenshot showing sub-department options.
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1. Entire Budget: This option shall be used to generate sub department’s budget report. After

selecting the sub-department, using the “Choose Option” select “Entire budget” and click “Generate
Report” as shown below.

Sub Department Budget Deviations Reports

Manage Units

Reports

» Sub Department Budget
Deviations Report

Entire Budget

--Select Option --

Add Staff
Specific Budget Item
Entire Budget

All Requisitions

Requ Generate Report

Figure 22 Screenshot showing Entire Budget report to be generated.

2. Specific Budget Item: This option shall be used to generate a report for a specific budget item.

After selecting the sub-department, using the “Choose Option” select “Specific Budget ltem”, Select a
budget item of choice and click “Generate Report” as shown below.

HR & ADMINISTRATION

Specific Budget Iltem

Teas, Office toiletries & associated sundries

Generate Report

Figure 23 Screenshot showing a Specific Budget Item report to be generated.
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Project Budget Deviations Reports: This option shall be used to generate reports about an

entire project’s budget or a specific budget item report.

1. Entire Budget: Select a project of interest using the “Select Report To Generate” drop-down;

from the “Choose Option” drop-down select “Entire Budget” and click “Generate Report”.

MENU

»

>

Staff Employees

Manage Units

Reports

»  General Reports

» Sub Department Budget

Deviations Report

» Project Budget
Deviations Report

Add Staff

All Requisitions

Requisitions

”

Project Budget Deviations Reports

Select Report To Generate
Mityana market v
Choose Option

--Select Option -- v

--Select Option --

Specific Budget ltem

Entire Budget

Generate Report

Figure 24 Screenshot showing a Project's entire budget report to be generated.

2. SDEC/‘fI'C Budget [tem: select a project of interest using the “Select Report To Generate” drop-

down; from the “Choose Option” drop-down select “Entire Budget”, Select a budget item of choice

and click “Generate Report”.

MENU

>

Staff Employees

Manage Units

Reports

» General Reports

» Sub Department Budget
Deviations Report

» Project Budget
Deviations Report

Add Staff

All Requisitions

Requisitions

Support Requisition

Projects

Project Budget Deviations Reports

Select Report To Generate

Mityana market ~
Choose Option
Specific Budget Item v‘

Select Budget Item

Sociologist - |

Generate Report

Figure 25 Screenshot showing a Specific Budget item report to be generated.
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Staff Member

View Sub Depa rtment Budget: The staff member may click “Sub Department Budget” from the

left-hand side vertical menu and the budget shall be displayed as shown below.

Kagga & Partners = ) Eric Kateregga ~

Welcome, = All Requisitions = Pending Requisitions = Deferred Requisitions = Partially Paid Requi =] Fully Paid Requisiti = Rejected Requisitio
Eric Kateregga

1 0 0 0 0 0

Role : Staff member

MENU

KAGGA & PARTNERS PROPOSED ADMINISTRATION & HR BUDGET
ESTIMATES FOR THE YEAR 2019 BUDGET

»  Sub Department Budget

» Requisitions

»  Support Requisition

»  Providers Requisition

SUB DEPARTMENT HR & ADMINISTRATION
Budget Name KAGGA & PARTNERS PROPOSED ADMINISTRATION & HR BUDGET ESTIMATES FOR THE YEAR 2019
STAFF WELFARE
Spent Spent Spent Spent Spent Spe
Item Name January January  February February  March March  April April May May June Jun
Staff Lunch 2,875,000 0 2,875,000 ] 2,875,000 0 2,876,000 O 2,875,000 O 2,875,000 O

Figure 26 Screenshot showing part of a proposed Administration and HR budget.

RGClUiSitiOI’]S: to view submitted requisitions or rejected requisitions, the staff member may click

“Requisitions” from the left vertical menu; two drop-down menus shall appear as shown below. Click the one

of My Requisitions or Rejected Requisitions to view submitted requisitions and rejected requisitions
respectively.

» Requisitions

» My Requisitions

» Rejected Requisitions

Figure 27 Screenshot showing the Requisitions drop-menu.
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Kagga & Partners

@ Eric Kateregga

Role : Staff member
MENU

»  Sub Department Budget
»

Requisitions

» My Requisitions

Rejected Rec

»  Support Requisition

» Providers Requisition

[= All Requisitions

1

= Pending Requisitions

0 0

My Requisitions

= Deferred Requisitions

) EricKateregga ~

= Partially Paid Requi

0

= Fully Paid Requisiti

0

= Rejected Requisitions

0

Show 10 - entries Search:
Payment Request
ID j;  Reference Subject Option Priority Request Status Category By
©)1 1600243229 Purchase  cash HiGH Eric
table mats Kateregga
Showing 110 1 of 1 entries. Tt 1 Next

Figure 28 Screenshot showing a staff member's Requisition request.

To view the particulars of a given requisition, click AS), in the “ID” column and then click “More Details”.

MENU
» Requisitions

My Requisitions

Requis

Upgrade Nakwero-
Kiwologoma Road to Bitumen

»  N12 Project Requisiti

»  N12 Provider Re

» N12 Project Budget

My Requisitions

10

Show - entries Search:
Payment Request
D e Reference Subject Option Priority Request Status Category By

©1 1600777103  Surveying - cheque Fully Paid Project Resource Requisation = 111"
Buhimba Kakumiro Frank
= June 2020

Actions More Details »

©/ 2 1600708128  Consultant Project  cheque HIGH | Fully Paid Provider Requisation Buwembo
Director Fees for Frank
September 2020

Figure 29 Screenshot showing more details button.
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Kagga & Partners = €) Eric Kateregea -

Welcom = All Requisitions = Pending Requisitions = Deferred Requisitions = Partially Paid Requi = Fully Paid Requisiti = Rejected Requisitions
Eric Kateregga

1 0 0 0 0 0

Role : Staff member

MENU

Rejected Requisitions

»  Sub Department Budget

Requisitions
» My Requisitions

e e B 10 - Search:
Support Requisition
Payment Request Request Reason For

Providers Requisition ID |; Refersnce Subject Option Priority Status Category By Rejection Actions

No data available in table

Showing 0 to 0 of 0 entries. Previous Next

Figure 30 Screenshot showing a staff member's Rejected Requisition requests

Support Resource Requisition Req uest: the staff member shall click “Support Requisition”

from the left-hand side vertical menu and the from shall be displayed as shown below. All fields are to be filled

accordingly.

MENU

Make Support Resource Requisition Request

» Sub Department Budget
Requisitions
Support Requisition
Providers Requisition Subject *

Enter Subject

Add Support Documents That Apply
Upload Invoice

[ Choose File |No file chosen J

Add Request ltems
All the Inputs generated are required

Budget Line Item Name Unit Quantity Rate Tax Included Tax Add
Applicable
Staff Lunch v Enter ltem v Enter Qu: Enter Ra YES ~ Not ~ Add
Iltem
(+]
Payment Option *

b

Figure 31 Screenshot showing part of the Support Resource Requisition Form.
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Providers RGC]UiSitiOﬂ Request: the staff member shall click “Providers Requisition” from the

left-hand side vertical menu and the from shall be displayed as shown below. All fields are to be filled
accordingly.

MENU

Make Providers Requisition Request

»  Sub Department Budget

Requisitions

Support Requisition
Providers Requisition Select Budget ltem
Staff Lunch
Subject *
Enter Subject

Add Support Documents That Apply
Upload Invoice

[ Choose File [N file chasen J

Consultants | Providers TIN Number
Provider TIN Number

Enter Providers TIN Number

The TIN is 10 digits long

Consultant Entity Name Amount Charged Who Pays Tax ? Tax

Figure 32 Screenshot showing part of the Providers' Requisition Form.

Project Coordinator: when a staff member is assigned to a project as a coordinator, the list of

assigned projects shall be listed on the left-hand side vertical menu as shown below. They shall be able to make
Project and Provider requisitions and also view the project budget using the “Project Requisition”, “Provider

Requisition” and “Project Budget” links respectively as shown in the following screen shot.

= Make Project Support Requisition

» Requisitions

Upgrade Nakwero-

Kiwologoma Road to Bitumen R R
Project Coordinator: Buwembo Frank | Project : Upgrade Nakwero-Kiwologoma Road to Bitumen | Project Code : N12

»  N12 Project Requisition

»  N12 Provider Requisition

Project Code Project Name
»  N12 Project Budget
N12 Upgrade Nakwero-Kiwologoma Road to Bitumen
Subject *

Enter Subject

Add Support Documents That Apply
Upload Invoice

[ Choose File |No file chosen ]

Add Request ltems

Budget Line Item Name Unit Quantity Rate Tax Included ~ Tax Add
Applicable

Figure 33 Screenshot showing part of the Project Support Requisition form.
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Line Manager Human Resource

Approva Is: To approve any requisitions made by staff members, the line manager shall sign and a list of

all submitted requests will be displayed as shown below. To view a particular requisition request, click the
“More Details” button the “Actions” column.

Welcom [= All Requisitions = Pending Requisitions = Deferred Requisitions [= Partially Paid Requi = Fully Paid Requisiti = Rejected Requisitio
Mubiru Henry

3 1 0 0 1 0

Role : Line Manager

MENU

Manage Request For Funds

# My Approvals

Department : Operations > Sub Department : HR & ADMINISTRATION

Show 10 - |entries Search:
Payment Request Request
D i Reference Subject Option Priority : Status t Category By t Actions
1 1601054168  Femari  cheque  Pending Eric
Zalo More
regga
Details
>
Showing 1 to 1 of 1 entries Previous 1 Next

© 2020 Kagga and Partners All

Figure 34 Screenshot showing a list of requisition requests awaiting the Line Manager Human Resource's approval.

e The details pertaining to the requisition are displayed, at the end of the page are two buttons: reject

and approve which shall be used to reject or approve a requisition request respectively.

Uploaded Attachment Download Attachment &

Requisition Items

car Piece 1 0 0 0 Value Added Tax

BUDGET ITEM
Item Name Month Actual Budget Amount Spent
UAP 369W September 1,000,000 0

w cl :WOVB

© 2020 Kagga and Partners All

Figure 35 Screenshot showing the Approval buttons available to the Line Manager Human Resource.
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e To approve the Requisition request; click the “Approve” Button and a pop-up screen shall be
displayed. Add a reason for the approval and click the “Approve” Button.

Approve Request For Funds

Enter Comment For Approval

Figure 36 Screenshot showing a Request for Funds Approval form.

e To reject the fund request; click the “Reject” Button and a pop-up screen shall be displayed. Add a
reason for the rejection and click the “Reject” Button.

Reject Request For Funds

Enter Comment For Rejection

Figure 37 Screenshot showing a Request for Funds Rejection form.
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Executive Director Technical

Approva S: The Executive Director Technical upon signing in shall view a list of pending requisitions to be

approved or rejected. Click “More Details” to view a particular requisition request and approve it.

® Welcome = All Requisitions = Pending Requisitions = Deferred Requisitions = Partially Paid Requi £= Fully Paid Requisiti = Rejected Requisitio
lan Mawanda 1 0 0 0 0 0

ive
or Technical

Manage Request For Funds

# My Approvals

Department : Technical

Show 10 - entries Search:
Payment Request
ID |.  Reference Subject Option Pricrity Request Status Category By Actions
1 1600245634  Consultancy cheque Buwembo
More
fees to Frank
Electrical Details
Engineer >
Showing 1 to 1 of 1 entries Previous 1 Next

Figure 38 Screenshot showing a submitted request for funds.

rivjTu Luus iz

Requisition Items

20

Fees Day 450,000 9,000,000 1,620,000 Value Added Tax
BUDGET ITEM

Item Name Month Actual Budget Amount Spent
Electrical Engineer September 8,000,000 1]

o [ o

Figure 39 Screenshot showing part of a fund request to be approved.
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Executive Director Operations

Approvals: When signed in, a list of requests for funds will be displayed. To view particulars of a given

request, click “More Details” button in the “Actions” Column.

@ Welcom: = All Requisitions = Pending Requisitions = Deferred Requisitions
Noah Kalyesubula 2 0 0 0 1 0

Role : Executive
Director Operations

Manage Request For Funds

# My Approvals

Department : Operations

= Partially Paid Requi [= Fully Paid Requisiti = Rejected Requisitio

© 2020 Kagga and Partners All

Figure 40 Screenshot showing a list of fund requests awaiting approval.

Show 10 - entries Search:
Payment Request

D Reference Subject Option Priority Request Status Category By Actions

1 160100672 Cresed  cash Erie "
Cranes Kateregga ore
Details

>

Showing 1 to 1 of 1 enfries Previous 1 Next

e Attail end of the page displaying the details, are two buttons: reject and approve, which shall be used

to either reject or approve the fund request (See figure below).

NSSF Hour 1
BUDGET ITEM

Item Name Month
Petty Cash September

0 0 0

Value Added Tax

Actual Budget

1,000,000 0

© 2020 Kagga and Partners All
rights reserved.

Figure 41 Screenshot showing the reject and approve buttons.
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e To approve the fund request; click the “Approve” Button and a pop-up screen shall be displayed. Add
approval comment and assign priority to the request whether it be high or low and click the “Approve”
Button.

Approve Request For Funds

Enter Comment For Approval

Prioritise

--Choose Priority--

Figure 42 Screenshot showing the fund request approval form.

e To reject the fund request; click the “Reject” Button and a pop-up screen shall be displayed. Add a
reason for the rejection and click the “Reject” Button.

Reject Request For Funds

Enter Comment For Rejection

Figure 43 Screenshot showing the fund request rejection form.
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Chairman

/—\pprovals: When signed in, a list of requests for funds will be displayed. To view particulars of a given

request, click ”@ ” button in the “ID” Column (as shown below) and then click the “More Details” button.

Kagga & Partners = ) Ivan Kalanzi ~

@ Nelcom = All Requisitions = Pending Requisitions = Deferred Requisitions = Partially Paid Requi &= Fully Paid Requisiti = Rejected Requisitions

Ivan Kalanzi 8 2 0 0 3 0

Role : Chairman

MENU

Manage Request For Funds

# My Approvals

KAGGA AND PARTNERS CHAIRMAN

show 10 - entries Search:
Payment Request
[N Reference Subject ‘Option Priority Request Status Category By
©)1 1601036722 Crested  cash HIGH Eric
Cranes Kateregga
Showing 1 to 1 of 1 entries. Previous 1 Next

© 2020 Kagga and Partners All
rights reserved.

Figure 44 Screenshot showing list of fund requests awaiting the Chairman's Approval.

e At tail end of the page displaying the details, are two buttons: defer and approve, which shall be used

to either defer or approve the fund request (See figure below).

0 0 0

NSSF Hour 1 Value Added Tax
BUDGET ITEM

Item Name Month Actual Budget Amount Spent
Petty Cash September 1,000,000 0

3 =3

© 2020 Kagga and Partners All

Figure 45 Screenshot showing defer and approve buttons.
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e To approve the fund request; click the “Approve” Button and a pop-up screen shall be displayed. Add
a reason for the approval and click the “Approve” Button.

Approve Request For Funds

Enter Comment For Approval

Figure 46 Screenshot showing the Fund Request Approval form awaiting the Chairman's approval.

e To defer the fund request; click the “Defer” Button and a pop-up screen shall be displayed. Add a
reason for the deferral and click the “Defer” Button.
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Managing Director

Payrolls:
e To view a list of all submitted payrolls, the managing director shall click “All Pay Rolls” from the left-
hand side vertical menu.
e To download a pay roll, the managing director may click “Pay Roll” from the “Download” column.
e To view a payroll, click “More Details” in the “Actions” column.

@ Welcom = All Requisitions = Pending Requisitions | [= Deferred Requisitions | [ Partially Paid Requl [= Fully Paid Requisiti = Rejected Requisitio
Eugen:

7 2 0 0 1 0

Role : Managing
Director

wewy App Pay Rolls

# My Approvals

» Al Pay Rolls

ALL UPLOADED PAY ROLLS

Show 10 - lentries Search:

D Subject Description Download Actions

1 KAGGA & PARTNERS PAY ROLL MONTH , YEAR Pay Roll For september Pay Roll * More Details )
z desidS PayRoll & [l More Details

Showing 1 to 2 of 2 eniries

Prévious 1 Next

© 2020 Kagga and Partners All
ig [ese d

Figure 47 Screenshot showing List of submitted Pay rolls.
Ap prova s: To approve a request for funds, the managing director shall click “My Approvals” from the left-
hand side vertical menu. A list of requests shall be displayed as shown below.

Manage Request For Funds

A My Approvals

» Al Pay Rolls

KAGGA AND PARTNERS MANAGING DIRECTOR

Show 10 - entries Search:
Payment Request
Dz Reference Subject Option Priority Request Status Category By Actions
1 1599327758 Test cash Not Prioritised Approved By Chairman Project Resource Requisation Isa M
Mayanja 2
Details
Showing 1 to 1 of 1 entries Pravious 1 Next

o 2020 Kagga and Partners All

Figure 48 Screenshot showing a list of Fund Requests.
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e Click “More Details” to view the particulars of the request, scroll to the end of the page to approve by
clicking the “Approve” button.

fuel Litres 20 2,500 59,000 9,000 Value Added Tax
BUDGET ITEM

Item Name Month Actual Budget Amount Spent
Project Fuel September 5,740,000 35,000

© 2020 Kagga and Partners All

Figure 49 Screenshot showing part of fund request to be approved.

e A popup window shall appear (as shown below), select to approve either a full or partial payment,
provide a reason for the approval and click the “Approve Requisition” button to complete the

payment.

Manage Requisition And Set If Each ltem Is Fully Paid Or Partially Paid

Unit Quantity  Rate  Tax Tax Included Tax  Total Fully Paid Or Partially Amount Spent
Applicable Amount  Paid

NOT NOT Select If F
APPLICABLE  APPLICABLE - select

NOT NOT Select If F
APPLICABLE  APPLICABLE - =elect

— Select If Fully Paid Or Mot —
Enter Comment For Approval Fully Pald

Partizlly Paid

Approve Requisition

Figure 50 Screenshot showing Managing Director's Approval form for a given requisition request.
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Upon clicking “Approve Requisition”, a popup dialog (shown below) will be displayed to confirm whether the
Managing Director intends to complete the transaction. Two buttons: “Yes, save it!” and “Cancel” are

provided at end of the dialog to either save or cancel the transaction respectively.

Are you sure you want to make
this transaction?

You won't be able to revert this!

Yes, save it! Cancel

Figure 51 Screenshot showing confirmation dialog to save a transaction.
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Accountant

Payrol Is: To upload a pay roll, the accountant shall click “Upload Pay Roll” from the left-hand side vertical

menu, upload a file and provide a description as required. Screen shot shown below.

Role : Accountant

MENU

Upload a Pay Roll

# My Approvals

»  All Pay Rolls
» Upload Pay Roll

Upload PayRoll

Upload Only .csv and xls, xisx files

[ Choose File [No file chosen J

Description*

Figure 52 Screenshot showing form used to upload a payroll.

To view a list of all submitted pay rolls, the accountant shall click “All Pay Rolls” from the left-hand side vertical

III

menu. To download the pay roll, the accountant may click “Pay Roll” from the Download column: from the

Actions column, they may view the content of the pay roll by clicking “More Details”. Screenshot shown below.

Kagga & Partners = € Hope Aliyinza ~

® Welcome, = All Requisitions = Pending Requisitions = Deferred Requisitions = Partially Paid Requi = Fully Paid Requisiti = Rejected Requisitions

o e 3 1 0 0 0 0

Role : Accountant
MENU

Requisations To Be Paid

# My Approvals

»  All Pay Rolls

»  Upload Pay Roll

ALL UPLOADED PAY ROLLS

Show 10 - entries Search:

o I Subject Description Download Actions.

. Districts of Uganda Pay Roll & More Details »

Figure 53 Screenshot showing a submitted payroll.
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Process Payment: The accountant shall click “My Approvals” from the left-hand side vertical menu. In

the “ID” column from the list displayed is a "_’; click it, then click the “Process Payment” button.

MENU

Requisations To Be Paid

KAGGA AND PARTNERS ACCOUNTANT

Providers Requisation

[ CEl Process Payment »

Project Resource Requisation

© 2020 Kagga and Partners All

Figure‘5;4 Screenshot showing list of requisitions to be paid.

e The details of the requisition will be shown; scroll to the end of the page to see amount to be paid
then click the “Process Payment” button (see figure below) to make the payment.

Process Payment »

Figure 55 Screenshot showing a payment to be processed.
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Payment Schedule: The accountant shall click “My Approvals” from the left-hand side vertical menu;

click the checkbox in the “Payment Schedule” column and click the “Generate Payment Schedule” button.

Generate Payment Schedule

Not Yet Scheduled

Details

| Proves | 1 | wox

Figure 56 Generate Payment Schedule
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Leader Accounts

Bank Accounts: To create a bank account, the leader accounts shall click “Kagga Bank Accounts” from
the left-hand side vertical menu. A list of existing bank accounts will be displayed, if any. Click “Add Bank

Account” and fill the form accordingly.

”

To edit or update the balance of a given account, click “Edit” or “Update Balance” buttons from the “Actions

column.

Kagga And Partners Bank Accounts

# My Approvals
Add Bank Account @

[@ Kagga Bank Accounts

S 0o e —

ID i BankName || AccountNo | Available Balance 11 Actions It

1 Centenary bank 010020000671 400,000 .
Edit(# §| Update Balance [&
2 Centinary bank 010020000001 400,000
entinary ban ' Edit[ §] Update Balance [&1
? oank 1001 e Edit(# §] Update Balance

Showing 1 1o 3 of 3 eniries Previous | 1 | Next

© 2020 Kagga and Partners All

Figure 57 Screenshot showing list of bank accounts.

Add New Bank Account

Bank Name

Enter Bank Name
Account No

Enter Bank Account Number
Available Balance

Enter Available Balance

Close Save

Figure 58 Form used to create bank accounts.
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Process Payment: The leader accounts shall click “My Approvals” from the left-hand side vertical
menu. A list of pending payments will be displayed, if any. Click the “Paid” button in the paid column to

process a given payment.

Requisiton Payment Schedule

# My Approvals

(@) Kagga Bank Accounts

 —
Total
yment Request Payment Amount Approved Payment
stion 1 Priority Category : By : Status . Requested Amount Detalls . Schedule Paid
que Support Resource Requisition B =, [ Fully Paid IR 3 100,000
Katereqga uGx Details

fperc A

Figure 59 Process payment screenshot
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