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DISCLAIMER

This document is provided by the Ghana Health Service (GHS) for information purposes only to
authorized users of the Planning and Budget Management Information System (PBMIS). The
information contained in this document is subject to change without prior notice to users. Any
improvements or changes to either the product (i.e. software) or the document will be
documented in subsequent editions. It is envisaged that this document should not be
photocopied, reproduced, stored in a retrieval system, transmitted in any form or by any means,
or translated into another language without the prior written consent of the Developer and GHS.

It is required that this document should be used alongside other planning and budgeting capacity
building documents that are institutionally prescribed within the health sector and GHS.
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FOREWORD

Planning and budgeting in the Ghana Health Service has been evolving over the past decade with the
focus of improving the linkages between policy, planning, resource allocation and performance outcomes.
Since 2011, some tools have been adopted including Marginal Bottleneck Budgeting (MBB) and the
District Health Planning, Accounting and Reporting Tool (DIHPART) to develop plans and budgets,
assess effectiveness of interventions and align resources to disease burdens.

Despite these efforts, the planning and budgeting process has maintained its laborious nature and faced a
lot of challenges in the consolidation of the Service’s annual plans and budgets. The use of manual basic
excel templates, weak linkage between policy making, planning and budget, weak expenditure control,
systemic challenges amongst others impeded the entire annual planning and budgeting process.

It is worth noting that the national planning and budgeting process also transformed from the traditional
input-based budgeting to results-based budgeting using the Medium-Term Expenditure Framework
(MTEF) principles. Moreover, the results-based orientation of the national budgeting process culminated
in the adoption of the Program based Budgeting (PBB) approach. The PBB relates resources to proposed
intervention and actual results. PBB provides important information on service delivery and promote
transparency and accountability in resource allocation and use for service delivery. For PBB to thrive
effectively, there was the need for adequate information about programs and user-friendly planning and
budgeting tools at the implementation levels.

The Ghana Health Service amidst these challenges has developed a software called Planning and
Budgeting Management Information System (PBMIS) which is an integrated solution for the preparation
of comprehensive evidence-based and quality plans for goods and services, compensation and capital
investment and to effectively align budget to policies and priorities and strategic interventions of the
Service.

It is important to state that the PBMIS provides the application of service data from DHIMS 2 and the
community scorecard to guide background service data and performance analysis to support the planning
and budgeting process. Applying the data to inform resource allocation to policies and priorities means
that Budget Management Centres will be able to address their local priorities using proven interventions.

The features of the system include a dashboard to monitor budget alignment to objectives, source of
funds, coverage and disease burden, real time consolidation, consolidated workplans, creation of
exportable files to MoF budget system (Hyperion) and integration with DHIMS2 and HRIMS. The
outputs of the PBMIS is to generate reports for implementation of annual plans and budgets and also for
the effective resource mapping and harmonization of resource allocation and activities during
implementation to achieve efficiency gains.

I urge all managers involved in the planning and budgeting process to make adequate reference to the
PBMIS manual to facilitate their planning and budgeting. It is also important that all Budget Management
Centres utilize the PBMIS as the official platform of the Service for the preparation of their MTEF as well
as Programme Based budgets.

DR. PATRICK KUMA-ABOAGYE
DIRECTOR GENERAL
GHANA HEALTH SERVICE
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ABOUT THE PBMIS
The Planning and Budgeting Management Information System (PBMIS) is an integrated solution
for the preparation of comprehensive plans and budget covering IGF Revenue Projections,
Goods and Services, Compensation and Capital Investment.
The purpose of the PBMIS manual is to serve as a guide for the use of the software product for
the preparation of the Annual Medium Term Expenditure Framework (MTEF) and Program
Based Budget (PBB). This is to be used in line with the planning and budgeting guidelines issued
by the Ministry of Finance (MoF) annually and the comprehensive planning and budgeting
manual of the GHS.
The manual is to be used at the respective levels of the GHS in order to facilitate smooth
navigation, preparation, implementation and management of BMCs' plans and budget.
Specifically, the purpose of the manual are as follows:
Provide description on how to use the PBMIS.
2. User guide for generating required reports at various levels for management decision
making.
3. A quick reference guide for generating outputs for capturing of budgets at the national
level.
4. It also serves as basis for addressing frequently asked questions and responding to user
challenges as well as basic troubleshooting.
5. Additionally, there is a section on Case Studies aimed at providing hands-on training

for the users.

Note: Users are advised to thoroughly read the manual before attempting to use the PBMIS.

OBJECTIVES OF THE PBMIS
The PBMIS is designed to achieve the following objectives:
e Effectively align budget to policies and priorities and strategic interventions of the sector;
e Enhance the planning and budgeting for all known sources of funding;
e Enhance the undertaking of various forms of budget analysis and reports;
e Strengthen budget implementation management;
e Facilitate the generation of consolidated plans and budgets for ease of capturing into the
national budget system;
e Contribute to the achievement of organizational objectives through the efficient
utilization of available resources; and
e Improve the efficient use of allocated resources.

1
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STRUCTURE OF THE MANUAL

The manual has been structured into two parts as follows:

Part A- Technical (Administration) Section: This section provides an overview of the PBMIS
systems requirements and then delves into the installation process and how to update an existing
installation. Further, it touches on how to set up the PBMIS and finally, how to back up the
database and restore it.

Part B — End User Section: This section deals with how to use the PBMIS focusing on IGF
Revenue Projection, setting up revenue ceilings for BMCs to control their Expenditure Budget,
the reserved budget and downloading of budget ceilings. It further touches on the Compensation
as well as the Goods and services budget.

Also highlighted are how to print the various budget reports, prepare Activity work plan, and
print consolidated procurement plan. The Capital Expenditure module, which is used to capture
all government projects for the BMC is also focused on.

Additionally, it addresses how to prepare the Activity implementation plan, generate
consolidated reports and build a Dashboard. The section ends with printing of BoD, Coverage
and Budget Reports.

PART A- TECHNICAL (ADMINISTRATION) SECTION
SYSTEM REQUIREMENTS
Compatibility Guide

To install PBMIS, ensure that your hardware and your operating system are correctly configured
and fully operational. Find below a complete list of hardware and operating system
requirements:

Database server operating systems

Microsoft SQL Server 2017 or higher on Windows 8 or higher are supported for use as the
database server for PBMIS 2020.

Note the following points:

e Microsoft SQL Server Enterprise and Standard are supported.

o For Microsoft SQL databases, we recommend using a binary collation method, such as
Latinl general bin.

e See Microsoft’s websites for limitations of their databases.

2
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PBMIS application server operating systems
The 64-bit versions of Windows 10 ( Pro and Enterprise editions) are supported as the
workstation operating system for PBMIS 2020.

Note:

Windows 7: Professional, Enterprise, and Ultimate editions have not been tested with
PBMIS 2020.

Support may not be available for problems that may occur on non=supported operating

systems.

Microsoft Excel 2013, 2016 (32-bit), or 2019 (32-bit) is required on each workstation running
PBMIS for importing files into PBMIS.

INSTALLATION

Pre-Installation
Copy the PBMIS Installation folder provided by GHS onto the desktop

FEMIS
Installation

S 11:09 AM
=

2/28/2020

=)

How to Install Microsoft SQL Server 2017 Standard or Enterprise Edition
Follow the steps below:

1. Open the PBMIS Installation folder

2. Open the folder named SQL Server

3. Double click on SQL Server2017-x64-ENU or right-click on SQL
Server2017-x64-ENU and open with windows explorer

3
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4. Double-click on setup to open the SQL Server 2017
5. From the pop up window click on “Yes” to launch the SQL Server Installation Centre

| = | Manage DVD Drive (D:) Sql5etup_xt4_ENU
Home Share View Application Tools

T » This PC » DVD Drive (D:) Sql5etup_x64_ENU

-~

Name Date modified Type Size
7 Quick access
B Deskt " 1033_ENU_LP File folder
eskto
. redist File folder
* e % FESOUrCES File folder
Documents Tools File folder
[&=] Pictures - w64 File folder
Consolidated B autorun 05/08/2017 02:03 Setup Information 1KB
consolidatedbmecre [ Medialnfo 23/08/2017 05:57 AML Docurnent 1KB
RPN, e setup 23,/08/2017 00:38 Application 107 KB
| Y] setup.exe.config 18/08/2017 20:41 XML Configuratio... 1KB
mages .
2 SqlSetupBootstrapper.dll 23/08/2017 00:20 Application extens... 235 KB

Click on Installation on the left pane (side).

Click on “New SQL Server stand-alone installation or add features to an existing
installation”. Wait a while for the SQL Server 2017 Setup to open.

NB: In the next window, depending on the compatibility of your computer the SQL Server
setup checks for Global Rules. Global Rules identify problems that might occur while
installing SQL Server setup support files. If there is any failure, it must be corrected before

proceeding further.

-}

Global Rules
Setup Global Rules identify problems that might occur when you install SOL Server Setup support files. Failures must be
corrected before Setup can continue.

Global Rules Operstion completed. Passed: 8. Failled 0. Waming 0. Skipped 0.

owat i I —
Product Updates

Install Setup Files Re-run
Install Rules Wi "

Installation Type

Product Key Rule Status

License Terms @  Setup administrator Passed

Fenture Selection 0 Setup account privileges Passed

Feature Rules @ Restart computer Passed

Feature Configuration Rules ] Inst (WM senvice Passed

Ready to Instal \9 Consistency validation for SOL Server registry keys Passed

AR b, @ Long path names to files on SOL Server installation media Passed

Complete & S0L Server Setup Product Incompatibility Passed

& NET 2.0 and NET 3.5 Service Pack 1 update for Windows 2008 .. | Passed
& Edition WOWEA platform Passed
< Back Next > Cancel
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8. If all the Global Rules have status as passed, click on next to go to the next screen.
9. Next, install setup files. If files are already present, skip t his step.

=
Install Setup Files

I an update for SOL Server Setup 15 found and specified to be included, the update will be installed.

Global Rules —
Microsoft Update
Product Updates Task Status
_—— nstall Setup Files Install Setup files Skipped
Install Rules

Installation Type

Product Key

License Terms

Feature Selection

Feature Rules

Feature Configuration Rules
Ready to Install

Installstion Progress

Complete

< Back Nest > Cancel

10.For a fresh or new installation of SQL Server 2017, select the option "Perform a new
installation of SQL Server 2017". This is set as the default option.

T
Installation Type
Perform a new installation or add features to an existing instance of SOL Server 2017,
Global Rules mmmmm) @ Perform a new installation of SOL Server 2017
Microsoft Update Select this option f youwant to install 3 new instance of SOL Server orwant to install shared
Install Setup Files components.
Install Rules () Add features to an existing instance of SOL Server 2017
Lot SQLYNEXT
Product Key
Select this option if you want to add features to an edsting instance of SOL Server. For eample, you
License Terms want to sdd the Analysis Services features o the instance that contains the Database Engine. Features
Feature Selection within an instance must be the same edition
Feature Rules
Feature Configuration Rules Installed instances:
Ready to Install
\nstallation Pro Instance Name Instance ID Features Edrtion Version
n: 1 i
. e SQUYNEXT MSSOL1A SOLVNEX...| SQLEnging, SOLEn... | Evalustion 14090075
DIpEEN SQUBPRESS MSSQLIASQLEXPR... | SQLEngine Express 14.0.1000.168
S0L206 MSSQL13.5QL2016,... | SQLEngine RS Evalustion 13.01742.0
<Shared Compone... Conn, BC, SDK 14.016124.0
<Shared Compone... 1S, IS\IS_Master, IS\, 14080075
<Shared Compone... Conn, BC, SDK 13.0.14500.10
«Shared Compone.., [ 13.0.1601.5
<Shared Compone... LocalDB 13.1.4001.0
< Back Next > Cancel

11. Select “Enter the product key”
12.Key in the product key provided by GHS.
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T SOL Server 2017 Setup - m} X

Product Key

Specify the edition of SQL Server 2017 to install.

Global Rules Validate this instance of SQL Server 2017 by entering the 25-character key from the Microsoft certificate
of authenticity or product packaging. You can also specify a free edition of SQL Server: Developer,
Evaluation, or Express. Evaluation has the largest set of SQL Server features, as documented in SQL Server
Install Setup Files Books Online, and is activated with a 180-day expiration. Developer edition does not have an expiration,
Install Rules has the same set of features found in Evaluation, but is licensad for non-production database application
development only. To upgrade from one installed edition to another, run the Edition Upgrade Wizard.

Product Updates

Installation Type

Product Key
(O Specify a free edition:
License Terms

Feature Selection Evaluation

ReaImEies mmmm) @ Enter the product key:
Feature Configuration Rules |

Ready to Install
Installation Progress

Complete

< Back Mext > Cancel

13. Click on the next button I
14. Accept the License Terms and click on the next button

=
License Terms
To install SOL Server 2017, you must accept the Microsoft Software License Terms,
Global Rules ~
MICROSOFT SOFTWARE LICENSE TERMS
Microsoft Update
Install Setup Files MICROSOFT SQL SERVER 2017 DEVELOPER
Install Rules

These license terms are an agreement between Microsoft Corporation (or based on where
'you live. one of its affiliates) and you. Please read them. They apply to the software named
above, which includes the media on which you received it. if any, The terms also apply to
any Microsoft

Installation Type
Product Key
License Terms
Feature Selection
Feature Rules ® updates,

Feature Configuration Rules
'» supplements.

Ready to Install
Installstion Progress * Internet-based services, and v
Complete 1 4
<2 3
Copy Prnt

EA 1 accept the license terms.

SOL Server 2017 3 inf sbout your P e, b3 well a3 other usage and
performance data, to Microsoft to help improve the product. To learn more sbout SOL Server 2017 data
[processing and pravacy controls, please see the Privacy Statement.

< Back MNext > Cancel

15 In the next window, the SQL Server setup checks for Global Rules  Global Rules
identify problems that might occur while installing SQL Server setup support files.
If there is any failure it must be corrected before proceeding further,

16.In the next window, select “Use Microsoft update to check for updates”

NB: For the necessary update to run, you should be connected to the internet.
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k-]

Microsoft Update
Use Mi pdate to check for imp updates
Colliz Microsoft Update offers security and other important updates for Windows and other Microsoft
Microsoft Update software, including SOL Server 2017, Updates are delivered using Automatic Updates, or you can wisit
Product Updastes the Microsoft Update website.
Install Setup Files mm—) [ Use Microsoft Update to check for updates (recommended)
Install Rules
Microsoft Update FAQ
Installation Type
Product Key Microsoft Update Privacy Statement

License Terms

Feature Selection

Feature Rules

Feature Configuration Rules
Ready to Install

Installation Progress

Complete

« Back Next > Cancel

17. Click on the next button to continue

18. Click on the next button to continue

19. Check the status to ensure that it is reading “passed” or “warning”
20. Click on the next button to continue

21. In the Feature Selection, select Database Engine Services

15 SOL Server 2017 Setup — O *
Feature Selection
Select the Developer features fo install.

Global Rules

Product Updates 0 Looking for Reporting Services?  Download it from the web

Install Setup Files Features: Feature description:
el * || The configuration and operation of each -~
Installation Type we==) [./] Database Engine Services instance feature of a S5QL Server instance is
Product Key [15QL Server Replication isolated from other SQL Server instances. 5OL ¥
e T ] Machine Learning Services (In-Database) Prerequisites for selected features:
R :

_ Feature Selection ] Python Already installed: -
Feature Rules [ Full-Text and Semantic Extractions for Sez - M?croscn‘t Vel S Re-distributable &
ne s e [ Data Quality Services i Windows PowerShell 3.0 or hiaher

Server Configuration [ PolyBase Query Service for External Data ors fre ey Mt

[ Analysis Services

Database Engine Configuration o~ v || Drive C: 1001 MB required, 305656 MB
: . < 5 available
Feature Configuration Rules
Ready to Install
Select All Unselect All

Installation Progress
Complete Instance root directony: CA\Program Files\Microsoft SCL Server',

Shared feature directory: C\Program Files\Microsoft SOL Servery,

Shared feature directory (x86): C\Program Files (x86)\Microsoft SQL Server',

< Back Mext > Cancel

22. Click on the next button to continue.

23. In the Instance configuration, select named Instance and type “SQL2017”.

7
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L-|
Instance Configuration

Specify the name and instance 1D for the instance of SOL Server. Instance 1D becomes part of the installation path.

Glabal Rules ) Default instance
Microsafe Update —) & Mamed instance: | SOLZ0NT
Install Setup Files
Install Rules
Instalistion Type Instance I0: SOL2OTT
Product Key )
License Terms
Fasturs Selection SOL Server directory:  C:\Program Files\Mecrosoft SOL Server\MSSOL.SOLZNT
Feature
Installed instances:
Instance Configuration
Server Lonhguration Instance Name nstance ID Features Edition WVersion
Database Engine Configuration SOLVNEXT MESOLIASOLVNEXTS00 | SOLEngine SOLEngine\... | Evsluston 14.0.900.75
Integration Senwces Scale Out .. SOLOFIESS MSSQUI4.SQLEXPRESS | S0t Engine Exprass kol L L
Intogration Services Scale Ot SOL2016 MSSOL13.50L2016MS... | SOLEngine RS Evalustson 13.07742.0
<Shared Companents » Conn, BC, SDK M.016124.0

Consent to nstall MicrosoftR .. <Shared Camponents> IS, FS\IS_Master, 1SS, 14.0.900.75
Consent to nstall Python <Shared Components > Conn, BC, SDK 13.0.14500.10
Feature Configuraton Rubes <Shared Components > 15 13.0.1601.5
Ready to lnstall «Shared Components > LocalDB 13.1.400.0
Installation Progress

« Back MNext » Cancel

24. Click inside the Instance ID box. 'SQL2017' will then show as the Instance ID.

25. Click on the next button to continue

26. Click on the next button to continue

27. In the Database Engine Configuration window, select Mixed Mode (SQL Server
Authentication and Windows Authentication).

28. In the Enter password text box, key in the password as provided by GHS.

29. In the Confirm password text box, repeat the password.

-
Database Engine Configuration

Specify Database Engine authentication security mode, administrators, data directories and TempDB settings.

Shobal Ruees Server Configuration Data Directories Tempfik {Jer Instances FILESTREAM
Product Updates
Install Setup Files or the Database Engine.
Install Rules
License Terms

Feature Selection
FT authentication)
Feature Rules

Instance Configuration Specify the password for the SQL Server system administrater (sa) account.
Server Configuration Enter password:  |seeees
Database Engine Configuration

Consent to install Microsoft R ... s

Consent to install Python

Specify SOL Server

Feature Configuration Rules

\ 2) SQL Server administrators
Instaliation Progress have unrestricted access
to the Database Engine.

Complete

m—) Add Current User Add... Remove

< Back Next > Cancel

30. Click on Add Current user button to add the current user profile.
31. Click on the next button to continue.
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32. Click on the Install button to start the installation

NB: For a successful installation, ensure that all the status indicate "succeeded"

33. Click on the close button
How to install SQL Server Management Studio 2017

1. Double click on the "SSMS-Setup-ENU".

2. After double-clicking, click yes to continue installing the SQL Server Management
Studio 2017.

3. Click the Install button.

RELEASE 17.8.1

Microsoft SQL Server Management Studio

Welcome. Click "Install" to begin.

By clicking the "Install” button, I acknowledge that I accept the

SQL Server Management Studio transmits information about your installation experience, as well as other
usage and performance data, to Microsoft to help improve the product. To learmm more about data processing
and privacy controls, and to tum off the collection of this information after installation, see the

Install Close
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"""s RELEASE 17.8.1

£..9% Microsoft SQL Server Management Studio

Cancel

4. Wait until setup is completed and click the close button.

‘ NB: Restart your computer in case you are prompted.

""" RELEASE 17.8.1

% Microsoft SQL Server Management Studio

Setup Completed

All specified components have been installed successfully.

10
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How to connect to the SQL Server
1. Go to all programs to locate the Microsoft SQL Server Tools 2017.

2. Under Microsoft SQL Server Tools 2017, Click on the drop down to see the Microsoft
SQL Server Management Studio 17.

) Microsoft SOL Server 2008 B2 OpLLer
|1 Microsoft SQL Server 20017 ,
| Microsoft SQL Server Tools 17 Control Panel
7. Pt oft L5 Ma ent ©
e SQ SEranagsm Devices and Printers
. Performance Tools

; Microsoft Visual Studio 2008
! Maobile Broadband Manager
| Modes

Default Programs

Help and Support

) Motepad++

-

3. Double-click on the SQL Server Management Studio 17.

Microsoft 5QL Server Management Studio

Microsoft SOL Server Management Studio is loading user settings. This may take a
few minutes.

4. In the Authentication box, click on the drop down to select SQL Server Authentication

& Microsoft SQL Server Management Studio k Launch (Ct P - B x
Fle Edt View Project Took Window Help
o8- 0L Ed| By RR22RD =C-|@| s
|

| b Eecste o Connect to Server

Object Explorer 1 X

Comnect~ ¥ SQL Server

Servertype Database Engine v
Server name: DESKTOP-CENF7FISQL2017
st Sever

e
|A2ure Active Drectory - Password
|Azure Active Dioctory - Intagrated

P Search here
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5. Type in the Username in text box.

8 Microsoft SQL Server Management Studio & Launch (Ctrl+ Pl & x
Fle Edt View Pojet Tools Window Help
[B-0-Qud Ay A2228)] |J2-¢-|@B|2 P 1=
| | b Erecute % of Cannect to Server X
Object Explorer * 2 x

Comect+ ¥ | SQL Server

Senves type: Database Engne v

DESKTOP-CBNF7FISQL2017

P search here

6. Type in the password as provided by the GHS in the Password text box.
7. Check "Remember password"

8. Click on the connect button to open the SQL Server Management Studio 2017 window.

How to install the PBMIS Application

1. Download application using this link — http://ghsbudget.com/Update/PBMIS.msi or use
the PBMIS Application (GHS Tool — PBMIS) shared.

2. Double click on the downloaded or shared PBMIS setup

3. On the “Welcome to PBMIS Setup Wizard Screen” click on Next

P PBMIS (= = |[=]
o

T =
il e

The inztaller will guide pou through the steps required to install PERMIS on pour computer.

WARMIMG: This computer program is protected by copyright lawe and international treaties.
Urnauthorized duplication or digtribution of this program, or any portion of it may result in severe civil
or criminal penalties, and will be prosecuted to the maximum extent possible under the lava.

(PBMIS) MANUAL



http://ghsbudget.com/Update/PBMIS.msi

4. On the select installation folder screen maintain the installation path and select
“Everyone” for “Install PBMIS for yourself, or for anyone who uses this computer”

B renis (== =]

LA
=D

The inztaller iz ready to inztall PEMIS on your computer.

Click "Mext" to ztart the installation.

¢ Back Cancel

5. Click Next on the “Confirmation Installation” page to start the installation

2 PEMIS =EINEREE

The installer is ready to install PERIS on pour computer.

Click "Mext' to ztart the inztallation.
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Installing PBMIS

PEMIS o berg ntaled.

Plesne sk

Tl £ Type here to search

6. Click on close on the “Installation Complete” window to finish the installation.

B PEMIS (=] = |[=]

g
=
el

FPBEMIS has been succeszfully inztalled.

Click "Cloze" to exit.

Pleaze uze *Windows Update to check for any critical updates to the MET Framewaork.

7. The application will be displayed on your desktop as shown below, double click on
it to start it:
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Installing PBMIS

PEMIS is being nakid

Plosre wal.

B Type here to search

8. Login online using your credentials (BMC code — User ID)

THE GENERIC PLANNING
AND BUDGETING PROCESS

02

GOALS AND
OBJECTIVES AND
01 TARGETS 0 4

SITUATIONAL Y
DESIGN

Planning and Budgeting
Management Information
System

Login Credentials

Username

Password

07

MONITORING

Current: :m ANALYSIS AND
S PROBLEM DEFINITION e
0 6 AND EVALUATION

PLAN
IMPLEMENTATION
MANAGEMENT

%g’m‘m ulr}\qef o @ THE WORLD BANK
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9. Under System Backup and Restore: Click on “Create New Database” to create
the database

||||||

UDGET ALLOCATION BY SOURICE OF FLMOS

Batuttontiemz

10. Under Common services, click on Download Budget Settings to sync budget settings
(Refer to Download Budget Settings in End User section of the Manual)

11. Download DHIMS 2 Indicator (Refer to Download DHIMS 2 Indicators in End User
section of the Manual)

12.  Go to Security Management to sync logins (Refer to Sync Logins in End user
section of the Manual)

13.  Under Revenue Ceilings, download ceilings (Refer to Download GoG Revenue Ceilings
in End User section of the Manual)

14. Log out and login offline (the system is ready for data entry)

16
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Updating PBMIS

OPTION 1
1. The PBMIS will prompt you if there is a new update when you launch it as shown below

PEMIS Logn

THE GENERIC PLANNING
AND BUDGETING PROCESS

Planning and Budgeting

Management Information
System

Login Credentials
inemame
-
GOALS AND
o OBJECTIVES AND

01 TARGETS

S e

Current: 41819 ANALYSIS AND it st
) PROBLEM DEFINITION MONITORING
L] AND EVALUATION

PLAN
IMPLEMENTATION
MANAGEMENT

T I e, S G revonoom

| NB: You need to be connected to the internet to be prompted if there is a new update.

2. Click on ok to open the “Download Form”

THE GENERIC PLANNING
AND BUDGETING PROCESS

Planning and Budgeting

Management Information
System

Login Credentials 0 2

GOALS AND

themame.
Fossword
Plathorm

SITUATIONAL

ANALYSIS AND

Current: 4.1.0.19
e PROBLEM DEFINITION MONITORING
Lodate Agoication AND EVALUATION

PLAN
IMPLEMENTATION
MANAGEMENT

g UNICSD G me vomonam
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3. Click on the button to open the Browse for Folder window.

Browse For Folder @

- Desktop ~

> o OneDrive

> & DELL

> [ This PC

> T Libraries

> |_j Metwork

3 Control Panel
l& Recycle Bin

» ANTIVIRUS

Arabelle
» Company

fc L¥]

| Make New Folder | | oK || Cancel |

4. Select the folder you want to save the installation to and click on ok. For example, if you
want to save it to the Desktop, select Desktop as shown in the image above (Browse for
Folder window) and click on ok.

5. You should have the folder appearing in the Software Download form as shown below

Software Update >

Save Download To: |C:‘|,I_Jsers‘|pELL‘|De5kto|:| | I ....... I

Downloaded: 0.00

Download Install

6. Click on Download to download the file.

Software Update pod
Save Download Tos |C:‘I.l..lsers‘l,|3|EI.L‘|Desktop | | ....... |
Downloaded: Downloading 42,4 MB j32.6 MB
Download Install
18
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7. Wait and make sure the file is fully downloaded

THE GENERIC PLANNING
AND BUDGETING PROCESS

02

Planning and Budgeting
Management Information

p— SITUATIONAL
Camests 41229 ANALYSIS AND
Sever 41029 PROBLEM DEFINITION

aaaaaaaaaaaaaaaaa MONITORING
o 06 AND EVALUATION

PLAN
IMPLEMENTATION
MANAGEMENT

8. Click on ok to exit the message showing “File was successfully downloaded”

9. Click on Install to install the PBMIS

10. During the installation when asked to exit the PBMIS application, close the Software
Update form and then the PBMIS login form and click on continue to continue the
installation.

‘ NB: Restart your computer if your computer requests to do so. ‘

11. Launch the PBMIS from your desktop and login online after a successful installation
12. Under system Backup and restore, click on “Update Database” to update the PBMIS
database
13. Under Common services , (Refer to End User section)
a.click on Download Budget Settings to sync budget settings
b.Click on Download DHIMS 2 Indicators (Refer to Download Budget
Settings in End User Section of the Manual)
14. Go to Security Management and to sync logins (Refer to Sync Logins in End user
Section of the Manual)
15. Under Revenue Ceilings, download ceilings (Refer to Download GOG Revenue Ceilings
in End User section of theManual)

16. Logout of the PBMIS and login offline to start working

19
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OPTION 2

1. When the PBMIS prompts you that thére is an update, open your browser and copy link
http://ghsbudget.com/Update/PBMIS.msi into it.

. Your browser will prompt you to download the file “PBMIS.msi”. Go ahead and

[\®]

download it to a location of your choice on your computer and close the PBMIS application.
3. After the download, go to the location, double click on PBMIS.msi to install the PBMIS
application.
4. Launch the PBMIS from your desktop and login online after a successful installation
5. Under System backup and restore, click on “Update Database” to update the PBMIS database.
6. Under Common services,
a. click on Download Budget Settings to sync budget settings
b. Click on Download DHIMS?2 Indicator (Refer to Download Budget Settings in End User
Section of the Manual) to sync DHIMS 2 indicators.

7. Go to Security Management to sync logins (Refer to Sync Logins in End user section
of the manual)

8. Under Revenue Ceilings, download ceilings (Refer to Download GOG Revenue Ceilings
in End User section of the Manual).
9. Logout of the PBMIS and login offline to start working.

OPTION 3

1. When the PBMIS prompts you that there is an update, open your browser and copy link
http://ghsbudget.com/Update/PBMIS.msi into it.

2. Your browser will prompt you to download the file “PBMIS.msi”. Go ahead and

download it to a location of your choice on your computer and close the PBMIS
application.

3. After the download go to the location, double click on PBMIS.msi to install the PBMIS
application.

4. Launch the PBMIS from your desktop and login online after a successful installation

5. Under Common Services, click on upload Budget to sync your Budget.

NOTE
This step is very important. Ensure that, the synching is successful before proceeding
to the next step.

Under System Backup and Restore, click on “Create New Database”
Under Common services (Refer to End user section of the manual),
a.click on Download Budget Settings to sync budget settings

=

20
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b. click on Download DHIMS 2 indicators (Refer to Download Budget
Settings in End User section of the Manual)

8. Download DHIMS II Indicator (Refer to Download DHIMS 2 Indicators in End User
section of the Manual)

9. Go to Security Management to sync logins (Refer to Sync Logins in End user
section of the manual)

10. Under Revenue Ceilings, download ceilings (Refer to Download GOG Revenue Ceilings
in End User section of the Manual)

11. Under common services, click on Download Budget.

SOEMDi-:

BEE o »
i

12. Click on “Retrieve” to retrieve your Budget previously synched

Budget Download x

Sync Progress Data Status Total Rows
Goods and Service Budget |Data Is Ready | |305 |
Budget Work Plan |Data is Mot available | |0 |
Implementation |Datﬁ is Mot Ready | |0 |

Retrieve | | Process

NB: One of the status' at “Data Status” should at least show “Data Is Ready”.
If Data Status does not show that Data is ready, then you do not have any Budget
to be downloaded.

13, Click on Process to download your Budget
14. Logout of the PBMIS and login offline to start working.

21
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How to set Up PBMIS

Introduction

PBMIS requires certain key parameters to be set up before you can use the application to
capture plans and budgets.

Below are the setups that PBMIS allows you to configure before plans and budget can be
captured:

e [GF Revenue Items: This is used to configure all the Revenue items that users
need during IGF Revenue Budget capturing.

e Policy Objective: The Policy Objective is used to set up the Health Sector
Medium Term Development Plan (HSMTDP) Objectives that a Budget will be
aligned to for the MTEF period.

e (ategories: The Category setup is used to set up the Categories where a Budget
Operation belongs to.

e Operations: The Budget Operation is used to link activities and budgets to the
Broad Operations of Government.

e Intervention Packages: The Intervention Package setup is used to define all the
proven interventions that address the health sector objectives.

e GHS Core Interventions: The GHS Core Interventions is used to set up specific
interventions that are linked to the national intervention packages defined in the
HSMTDP.

e Projects: The Project setup defines all known programmes and projects with
identified sources of funding for the budget year.

e Source of Funds: The Source of Fund setup is used to set up all sources of funding
that will be used during the Budget capturing

Adding an IGF Revenue Item

To setup an IGF Revenue Item, follow the steps below:
1. Login to the PBMIS using the online Platform
2. Under Setups, click to open IGF Revenue Items

22
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W 1GF Ttems Setup ZIIEHX\
Item Mumber: ‘@
IGF Revenue Type:
Source of Fund: -
X |Enter text to search... - Find | | Clear
Item Code IGF Revenue Type Source of Fund
b 1113003 Interest IGF-Services =
1415008 Investment Income IGF-Services
1415011 Other Investment Income IGF-Services
1415030 Hiring of Conference Hall IGF-Services
1423005 Registration of Contractaors / Suppliers IGF-Services
1423047 Ambulance Fee 1GF-Services
14230459 Anesthetics IGF-Services
1423071 Blood bank IGF-Gervices
1423079 C.T. Scan IGF-Services
1423085 Car Rentals IGF-Services
1423088 Cardiology IGF-Gervices
1423108 Clinical Treatment IGF-Services
1423109 Clinical Trial IGF-Gervices
1423120 Conference Hall 1GF-Services b
| Save | _

3. Enterthe Item Number, IGF Revenue Type (Revenue Description) and then select
the Source of Fund.
4. Click on Save to add the Revenue Item.

Editing IGF Revenue Items

To edit the IGF Revenue Item(s):

1. Logintothe PBMIS using the online Platform.
2. Under Setups, click to open IGF Revenue Items.

Thtt Mgl | [+

£ Bewmi (22
[ S F B W 1 pym Rensid B ol

i | L10T) v [ Serrery
b B0 Inisrr— | | (L R E
(LT FF AT birsilier ] Gemer I Ao
1Ej503 ey of Condpremny el [F Serwewy
14030 Fpgry o ot Corm sroes | Eumsens L
EE 2 E Bairsme.r B B fermi
[E=ais ] Armpdeews [F Seraxy
LHE PR ] i [Ioge e
1azEm T IR S
=i 1] o Pigrigin [ Sarimy
[E¥ETa T o g [
1T S Trmn bwesl NE e
(PRl vl Tl [1- F S
jaaTuml & & T I i

e

3. Search for the item using the Search Panel.
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85 IGF Items Setup |;”i”il

Item Number:

(]

IGF Revenue Type:

Source of Fund: -

e
q = cT - Fnd | D
\ e

Item Code IGF Revenue Type Source of Fund
| 1423079 C.T. Scan IGF-Services

y 4
| Save i|

4. Select the Item to edit from the list, edit and click on save.
Policy Objectives
Adding a Policy Objective:

1. Login to the PBMIS using the online Platform.
2. Under the Setups, click to open Objective Policies.

Policy Setup L= |
4 4 |1 ofd [ b bl |- W

Policies
3 1. Ensure sustainable, affordable, equitable, easily accessible healthcare services (Universal Health Coverage ...
2. Reduce morbidity, mortality and disability
3. Enhance effidency in governance and management of the health system

4. Intensify prevention and control of communicable diseases and ensure the reduction of new HIV and AIDS/S

3. Click on Add =7 to add a line in the Grid view.
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Policy Setup ! [

4 4 |5 of5 | b bl |4F W

Paolicies
1. Ensure sustainable, affordable, equitable, easily accessible healthcare services (Universal Health Coverage ...
2. Reduce morbidity, mortality and disability
3. Enhance effidency in governance and management of the health system
4. Intensify prevention and control of communicable diseases and ensure the reduction of new HIV and AIDS/S...

4. Enter the Objective Policy

Policy Setup l 2> |
4 4 |5 of5 | b Pkl | M

Policies
1. Ensure sustainable, affordable, equitable, easily accessible healthcare services (Universal Health Cowverage ...
2. Reduce morbidity, mortality and disability
3. Enhance effidency in governance and management of the health system
4. Intensify prevention and control of communicable diseases and ensure the reduction of new HIV and AIDS/S .

|| | testobjectve Policy —

5. Click on Save to add the Objective Policy.

Editing Policy Objective
1. Follow steps 1 to 2 to open the Policy Objective Form
2. Make changes to the Policy Objective and click on the save icon to save it.
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Categories
Adding a Category

1. Login to the PBMIS using the online Platform
2. Under Setups, click to open Categories

3. Click on Add“® to add a line in the Grid view
4. Enter the Category

5. Click on Save W to add the Category
Editing a Category

1. Follow steps 1 to 2 (above) to open the Category Form

2. Make changes to the Category Form and click on the save icon to save it
Operations

Adding an Operation
1. Login to the PBMIS
2. Under Setups click on Operations to open the Operations Form

26
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e

W op tion AS) ==
E 4 |1 of 69 | b bl | dF X W _

| b

Operation ID: (029001 |

Description: | Mational Vaccnation Exercise

| El | [HEALTH_oPERATIONS

Category ID: 0290

3. Enter the Operation ID and the Description
4. Select an associated Category using the find icon

5. Click on the save icon to save the Operation

Editing an Operation

1. Open the Operations Form

2. Using the Navigation icons go to the Operation to edit

3. Make necessary changes and click on save icon to effect the changes.

Intervention Packages
Adding an Intervention Package

1. Login to the PBMIS and Open the Intervention Package Form
2. Under Setups, click on Operations to open the Operations Form

27
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sl e (1] [

Priority Area ID: ||

Priority Area Description:

Objective: | @‘

/ | Save
Priority Area ID Priority Area Description: Paolicy Objective
» 029020010001 Communitybased Health Planning and Service... Y -

029020010002 Health Promotions 1
029020020001 Mental Health 2
029020020002 Neonatal Care 2
029020020003 Infant & Child Care 2
029020020004 Adolescent Service 2
029020020005 Maternal Services 2
025020020006 Expanded Programme on Immunisation (EPT) 2
029020020007 Institutional Care 2
029020020008 Public Health and Hospital Emergency Prepare... 2
025020020009 Nutrition Services 2
029020030001 Health Information Management 3
029020030002 Public Financial Management Systems 3
025020030003 Governance 3 -

3. Enter the Priority Area ID (Intervention Package ID), Priority Area Description
(Intervention Package Description) and then select the Objective

4. Click on Save button to add the Intervention Package.

Editing an Intervention Package

1. Logintothe PBMIS and Open the Intervention Package Form

2. Under Setups click on Intervention Package to open the Intervention Package Form

3. From the Table, select the Priority Area (Intervention Package) to edit.

B Inten n 1ge T | =

Priority Area ID: 029020020004 L]

Priority Area Description: | Adolescent Service

Objective: 2 _’ | @l 2, Reduce morbidity, mortality and disability

[ Save |
Priority Area ID Priority Area Description: Policy Objective
029020010001 Communitybased Health Planning and Service... k] —
029020010002 Health Promotions i
029020020001 Mental Health 2
029020020002 Neonatal Care 2
— Qe n e n P Infant & Child Care 2 L
» 0250 2002000F Adolescent Servi z

029020020005 rnal Services 2
029020020008 Expanded Programme on Immunisation {EPI) 2
029020020007 Institutional Care 2
029020020008 Public Health and Hospital Emergency Prepare 2
029020020009 MNutrition Services 2
025020030001 Health Information Management 3
029020030002 Public Financial Management Systems 3
029020030003 Gowvernance 3 -

4. The detail appears in the Textboxes as seen in the image above
5. Do the necessary changes
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6.  Click on Save button to add the Intervention Package.

GHS Core Interventions
Adding an Intervention Package

1.  Login to the PBMIS and Open the Intervention Package Form

2. Under Setups click on GHS Core Interventions to open the GHS Core Interventions
Form

gl

Core Intervention ID: |L@'I
Core Intervention Description:
Status: [ Inactive /

| save |

Core Intervention ID

Core Intervention Description Priority Area ID

Inactive

»  0250200100010001 Capadity building for CHPS 025020010001 I:‘ =
0290200100010002 Making CHPS Zones functional 029020010001 I:‘ U
0290200100010003 Service delivery logistics, equipmen... 029020010001 (]
0290200100010004 Community ownership/empowerment 029020010001 O
0290200100010005 Improve multi sectoral partnership, ... 029020010001 =
0290200100010008 Integrated outreach 029020010001 [}
0290200100010007 Supportive supervision 029020010001 |:|
0290200100020001 Community entry, engagement, mo 029020010002 |:|
0250200100020002 Social and Behavior Change Commu... 029020010002 [
0290200100020003 Health Day celebrations 029020010002 O
0290200200010001 Case Detection 029020020001 I:‘
0290200200010002 Treatment and Counselling 029020020001 a
02590200200010003 Community management (induding ... 029020020001 | i

3. Enter the Core Intervention ID, Core Intervention Description and then select the
Priority Area ID (Intervention Package ID)

4.  Click on Save button to add the Intervention Package.

Editing a GHS Core Intervention

1.  Login to the PBMIS and Open the Intervention Package Form

2. Under Setups click on GHS Core Intervention to open the GHS Core Intervention
Form

3.  From the Table, select the GHS Core Intervention to edit.
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W& frmcorelnterventionsetup | =8 || X |

Core Intervention ID: 02902001000 10007 ||_@f|

Core Intervention Description: Supportive supervision

Priority Area ID: 029020010001 3l || Communitybased Health Planning and Services (CHPS)

Status: D Inactive

| Save |
Core Intervention ID Core Intervention Description Pricrity Area ID Inactive
0290200100010001 Capadity building for CHPS 029020010001 D =
0290200100010002 Making CHPS Zones functional 029020010001 (] ]
0290200100010003 Service delivery logistics, equipmen... 029020010001 (|
0290200100010004 Community ownership/empowerment 029020010001 |:|
02902001000 10005 __Imoroue mulficectocal i 028020010001 ]
<.—U 0200 1000 10006 Integrated outreach 029020010001 D
TP=8a20200 100010007 Supportive supervision 029020010001

0290200100020001 Community entry, engagement, mo... 02001000 |:|
0290200100020002 Sodal and Behavior Change Commu... 029020010002 =
0290200100020003 Health Day celebrations 029020010002 =
0290200200010001 Case Detection 029020020001 D
0290200200010002 Treatment and Counselling 029020020001 =
0290200200010003 Community management (induding ... 029020020001 = i

4. The detail appears in the Text boxes as seen in the image above
5. Do the necessary changes
6. Click on Save button to add the GHS Core Interventions.

Projects
Adding a project
1. Click on Projects under setups to open the Project Form

BE Project Setup | = e |
Project ID: >
Project Title: i

-\ /
Status: > M1 Active
| save
Project ID Project Title Inactive
» Al Al ¥l =
POOOL CHPS+ BT
PO0O2 UNFPA [
POOO3 GAVI IS5 [~
POOO4 Himalayan Cataract Project =l
POOOS Global Fund T
POOOS MCHNP =l
POOOT V-SCAN KT
PO0OS KOICA CHPS+ &1
POOOS GAVI HS5 BT
POO10 HIV Testing ¥l
PODO11 CEPF =l
POO12 Measure Evaluation T
PAOAE  runcas B = i

2. Enter the Project ID and Description
3. Check the Active button to make the Project Active
4. Save the Project.

(PBMIS) MANUAL




Source of Funds
Adding a Source of Fund

1. Open the Source of Fund Form

S frmsofsetup L=JlL= |l > |

o4 |1 of28 | b bl | * W

SOF ID: 10075

SOF Description: GOG-Compensation

SOF Category: GOG

T —
sofid sourceoffund sourcetype
3 10075 GOG-Compensation GOG =

10075  WE Program
10077 Test SOF Program
10073 WHO Program
10079 EU Program
10080 SBS-Services SBS
10081 GLOBAL FUMD Program
10082 UMFFA Program
10083 W Program
10084 CIDA Program %

2. Click on the Add icon™*
3. Enter the Source of Fund Description

4. Click on Save icon i

Editing Source of Fund
1. Open the Source of Fund Form

5 frmsofsetup =2 ] x|

M 4|5 of28 [ b M| X W

SOF ID: 10079

SOF Description: EU

sofid sourceoffund sourcetype

10075 GOG-Compensation GOG i
10076 WE Program
10077 Test SOF Program
10078 WHO Program

3 10079 EU Program

<,, 10080 SBS-Services SBS ‘.>
1 —— 10081 GLOBAL FUND Program T

10082 UNFPA Program
10083 wv Program
10084 CIDA Program =

2. Select the Source of Fund to edit and make the necessary changes
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3 Click on the save icon Mto save.
Projects and Source of Funds

Adding/Editing a Project and Source of Funds

1. Open the Project and Source of Fund Form
2. Select the Source of Fund and the Project to align
3. Click on the Save button to save.

Project and Intervention Package
Adding a Project and Intervention Package

1. Open the Project and Intervention Package Form
2. Select the Intervention Package and the Project to align
3. Click on the Save button to save.

COMMON SERVICES

The Common Services sub-menu is used to do setup that are not Annual and also perform

actions that need to be undertaken before any Budget Period kick-starts.

The following Sub-Menus are covered under the common services:

1. Fiscal Period- This is used to set up the Budget Year

2. General Ledger Accounts - This is used to Add new GIFMIS Natural Accounts to the .
PBMIS

3. Download Budget Settings - Download Budget Settings is used to download the
Setups which are configured under the Setup Sub-Menu

4. DHIMS 2 Indicator Load — This is used to load DHIMS 2 Indicator into the PBMIS

to assist in the preparation of Facility Budget
5. DHIMS 2 Indicator Download - This is used by BMCs to download their respective

District Indicators

6. Upload Budget — This is used to Upload all the Budget Levels into the PBMIS
Consolidated Database

Fiscal Periods

Adding a Fiscal Period

1. Click on Fiscal Periods

2. Click on the Add icon =r
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Fiscal Periods / | > |
M 4 |6 of6 | b bl |4 X W
Budget Year:
State: -
Budget Year State

2017  Closed
2018 Closed
2019 Closed
2020  Open
2021 | Closed

3. Enter the Budget Year and Select the State

Fiscal Periods ! x|

4 4 |5 of6 | b Ml |dF X W
Budget Year: | 2020
State: Opened -
Budget Year State

2017 Closed
2018 Closed
2019 Closed
2020 Open
2021 Closed

3

4. Click on the Save icon W to save

Fiscal Periods > |

4 4 |5 of6 | b bl |k XK W

Budget Year: 2022

State: Opened -

Budget Year State

2017 Closed t
2018  Closed
2019 Closed )
2020 Open |
2021 Closed

3 2022 Opened
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General Ledger Accounts
Adding General Ledger Accounts

1. Click on the General Ledger Accounts
2. Click on the Add icon to add a new entry
3. Enter the Account ID, Name, Account Type and the Account Group

Chart of Accounts

v
HE LR B of336 | b Bl |k X W
¢ Select Account ID Eind

e —
Account ID: 2110001

Account Name: ‘Esmblished Fost

Account ID/Name: [2110001Estsblished Post |

et e
Account Group ID: (21100

&gl

4. Click on the Save icon to save
Editing General Ledger Accounts
1. On the General Ledger Account Form, enter the Account ID in the Select Account ID

text box and click on Find
2. Make the necessary changes and click on Save

How to upload DHIMS 2 Indicators per Facility
Loading Indicators

1. Click to open the DHIMS 2 Indicator Load Form

2. On the opened Form, click on Open to open a location on your computer where the
Indicators are saved.

2 Diims Integration
W Open

4 4+ ThaPC + Documents
Organize = Naw foldar

& OneDiive Macen

[— Custom Office Tempttes
B 3D Objects
B Dekiop

i Local Disk (C)
= USB Driva (D)
= USE Driva (D)
avast! sandbex
GIHOC R
[

i £33 DHIMS to PMIS data MAY_2019.08 ovowa oft Excel W ake
LosTOR e
Hew PR Dhims2Data ov0a/2019 1007
new id cards -
s ) Members Tracker
oceanfare B mambers
B members
o or meksza

7] PMIS 2020 Marusl

Rstiborus KMS Taols. 2019.06.01 5 PBMIS MANUAL
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SIMHNETEGIPC COA seript

st 1 0L 2017 KEY.
3 LR ey

5 proat of regitrstion

Fite name: | Dhime2Data
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| Note: Indicators will be in excel format exported from DHIMS 2 ‘

3. Select the File and open
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4. Click on Save to Load the Data
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SECURITY MANAGEMENT
1. Expand security management

2. Click on Sync Logins

3. Click on Sync

4. Log out

Note: Repeat this process anytime a new BMC code is being used on the same
machine.

BACK UP AND RESTORE

Note: You must first create the backup location or directory i.e. a folder on Drive
C and give it a name before backing up.

Pre Database backup and restore

Create a Folder on Drive c: and name it Backup restore

How to take a database backup

Open the SQL Server Management Studio

In the object explorer expand the database tree by clicking on the + sign

Right click on the GHSBudget

In the pop up window select Task and then click on Take offline

Check the “Drop All Active Connections” and click on the Ok button

Right click the GHSBudget database again and select Task and then click on Backup...

Ensure that the database name you want to backup reads “GHSBudget”, otherwise click

on the dropdown arrow and select the Appropriate database name (GHSBudget)

The backup type must be set to “Full”

9. Remove All pre-defined backup destinations by selecting the directory and click on the
remove button, otherwise click on the Add button to specify the backup destination

10. Click on the box as highlighted blue with the three dots

11. select the destination folder “Backup Restore”

12. In the file name text field, type the Facility initials, the Current Date and with file
extension “.bak” and click the ok button
(e.g. for policy, planning, monitoring and evaluation Division and current date 28"
February 2019 will be “PPMED28022019.bak™)

13. Next click ok, ok

How to restore database backup
1. Open the SQL Server Management Studio
2. Right click the GHSBudget database, select Task and click on Take offline

Nowvw b w ~

*
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3. Right click the GHS Budget database, select Task, select restore, and then click on
Database...
From the pop-up window under the source section on the right select device
Click on the box as highlighted blue with the three dots
From the pop up window, select the folder Backup Restore on the left
On theright, select the Database File to be restored and click on Ok
Under the destination section on the right, ensure that the database text field reads
“GHS Budget”, otherwise click on the drop down arrow by it and select GHS Budget
9. Under Restore Plan, ensure that the restore check box is checked

® N ook

10. Onthe left pane, click on options

11. On the right under restore options, click on the check box labelled “overwrite existing
Database (WITH REPLACE)” and click on the Ok button to start the restoration
process

12. Click on the close button to complete the restoration process
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PART B - END USER SECTION
USE OF THE PBMIS

The PBMIS is easy to use, as it does not require much data input and calculations for the
preparation of plans and budget and the generation of reports for management decisions.

In using the system for the annual process of planning and budgeting, it is required that BMCs
should have gone through their half-year and annual performance review reports and
documented their strengths, weaknesses, opportunities, and threats to inform the setting of local
priorities and specific activities.

Principally, the routine data from the district health information management system (DHIMS2)
and other operational studies are employed to inform evidence-based planning before the output
is translated to guide the preparation of MTEF plans and budgets.

The PBMIS has therefore been designed to consider the annual burden of disease and coverage
indicators as dashboards from the DHIMS2. This should be used to guide budgetary allocations
to address priority interventions. It is further required that output from other planning tools such
as the CHPS Costing Tool, the HR Gap Analysis, Transport Planning Tool, and the IGF Revenue
Projection Tool, among others, are taken into account as inputs for the preparation of MTEF
plans and budgets.

The BMCs’ planned activities must be aligned to the sectoral priorities, policies, objectives,
strategies, and GHS proven interventions. It is also essential to ensure that resources are
efficiently allocated to these planned activities in order to facilitate the achievement of the
HSMTDP objectives.

The BMCs are also required to capture all activities with their plans and budgets as well as
sources of funding into the system. This will enhance the harmonization of activities and
eliminate duplications to achieve efficiency and effectiveness in resource allocation.

The budget work plan and implementation modules are to be employed to support the assessment
of budget as implemented against plans in order to identify variations for management decisions
and support.

All mandatory fields in the PBMIS are required to be filled or inputted before the system allows
for subsequent action by the user.

Users should ensure that only validated and authorized data from their BMCs are captured into
the PBMIS.

The PBMIS should be used by all authorized managers of BMCs at the various levels to facilitate
the development and management of their annual plans and budgets. Access to certain contents
and features will depend on the users’ defined security settings. It is required that users adhere to
their authorization levels as defined in the system and their BMCs to enhance the use of the
PBMIS for management decision making.
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The output reports from the PBMIS can be used to engage with Development Partners and
other stakeholders in advocating for resources to support the implementation of the annual
plans and budgets. It is also to ensure efficient resource mapping and harmonization of
resource allocation and activities during implementation to achieve efficiency gains.

Other uses of the PBMIS reports for budget decision making and strategic planning

include:
a) IGF Revenue Projection analysis
o IGF Revenue Projection by category

b) HR plans and budget analysis
o Budget analysis by Retiring Staff
Budget Analysis by Staff Grade
Budget Analysis by Contract Staff
Derivation of Recruitment and Promotion Budget
Number of Years Spent on Grade

¢) Goodsand Services plans and budget analysis

o Budget Allocation by Expense Account

o Budget Allocation by Objectives

J Budget Allocation by Expense Accounts, Interventions, and Source of
Funds

J Budget Allocation by Source of Funds

o Budget Allocation by Intervention Packages

. Budget Allocation by Specific Activity and Source of Funds

d) Capital investment plans and budget analysis
o Database of the status of annual capital investment projects
. Budget Allocation by Project Type

HOW TO USE PBMIS

1. The Planning and Budget Management Information System (PBMIS) application

could be accessed using any of the following options:

a. Locate the Planning and Budget Management Information System Icon on the
desktop or

b. Use the start menu and point to all programs to locate the Planning and Budget
Management Information System (in Policy Planning Monitoring and Evaluation
Unit folder) or

c. Use the search option and type Planning and Budget Management Information
System.
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Figure 1: Location of PBMIS Application

2. Double click on the PBMIS Icon to launch the application. A
Login window is displayed in Figure 2: Login Screen

THE GENERIC PLANNING
AND BUDGETING PROCESS

02

GOALS AND

OBJECTIVES AND y
01 TARGETS 0 4

SITUATIONAL
ANALYSIS AND DESIGN
PROBLEM DEFINITION ACTIVITIES

Planning and Budgeting
Management Information

Login Credentials

07

MONITORING
0 6 AND EVALUATION

PLAN
IMPLEMENTATION
MANAGEMENT

Vital nicef @
&ﬂ:ﬂnw unicef & @nﬁmmnw

Figure 2: PBMIS Login Window
3. To successfully log into the application, you should have the right credentials:
a. Enter your username
b. Enter your password.
c. In the platform selection option, select Online if logging in for the first
time
d. Click on the login button.
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Note:
Your username and password will be provided by the Ghana Health Service PBMIS

Support Team.

Main window
A successful Login will display your BMC or facility name. The PBMIS main window is

displayed in Figure 3. It has been designed to facilitate access to all the tools and features.

= m—]n )

] e . e BMC or Facility Profile
St preter (Name and Department)

[[[[[ o000 I
i M Coveraoe
Budget Proporton
20000000 1 - 1 wa
10000000 J H
o n ‘ —

Interventions

BUDGET ALLOCATION BY POLICY OBJECTIVES BUDGET ALLOCATION BY SOURCE OF FUNDS

Refresh

MO aE s m aore [T ~ = @9 0"

Figure 3: PBMIS Main Window
How to Synchronize Settings and logins
PBMIS can be accessed both offline and online. However, all PBMIS settings are done on the
online platform. You are required to sync settings in the following scenarios:
1. Afterinstalling PBMIS for the first time
2. Any time you run the PBMIS script
3. When yourequest for a password reset from the PBMIS Technical team
4. Atthestart of every Budget year
5. After every upgrade or update of the application (when information is disseminated that
extra settings have been added to the PBMIS).
The following steps will guide you to sync settings and logins for the first time:
Common Services
The common services download the sector objectives, GHS core interventions, intervention
packages, and the facility performance indicators for the prior year.

1. Expand the Common Services menu
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2. Click on download budget settings

3. From the pop-up menu click on Sync

4. Click on Download DHIMS 2 Indicator

5. From the pop-up window click on Retrieve and then click on the download
button

Security management

1. Expand the Security Management menu and click on Sync Logins

2. From the pop-up window click on the Sync button to sync your login details
offline.

Revenue Ceilings

1. Click ondownload Ceilings

2. From the pop-up window, click on Retrieve, then click on the Download button

3. Logout from the online platform

How to run the Application offline to capture data and run reports
1. Enter your username

2. Enter your password.

3. In the platform selection option, select Offline.

4. Click on the login button.

A successful offline login is displayed in Figure 4.
Navigation Menu

Dashboard

gy = Planning and Budgeting Management Information System (PBMIS) B - ][& ][ x
[E | tome - &
u v Policy Planning, Monitoring and Evaluation Division
= o User option screen s %~ BMC or Facility Profile
.A (Name and Department)
2500000 W Deaths
2000000 W Coversge
s [l Budget Proportion
1000000
500000
s 0
ED actwity work an Interventions
.I“ R LR IO SR | BLOGET ALLOCATION BY POLICY OBIECTIVES BUDGET ALLOCATION BY SOURCE OF FUNDS
E‘ Consolidate Reparts
Budget Amount % Contribution
s Co Grand Total
E*t‘m SOFD  + | SOFNAME + | BudgetAmount % Contrib
& * 10101 IGF-Services 103,500.00
‘ﬁ [T Ta— - 0102 IGF Pharmaceutials 24,400.00
- 5899 Unknown Funding 400.00
n System Backup and Restore ¥ Grand Total 128,300.00 1
[ GOVERNANCE
Ess
Navigation Menu —

BarButtonltem2

Figure 4
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Navigation Menu

[ ]
l" IGF Revenue Projections

Revenue Ceilings

Compensation

M Budget Modules & Data Capturing Tools
Goods and Services 3

.
1 Capital Investment
EE’ Activity Work Plan
,D’ Activity Implementation
~ Budget Implementation & Compliance Tools
E Consolidate Reports
i

y Common Services

5%
Setups
i

- Security & System Administrative Tools
ﬁ Security Management

& System Backup and Restore 3

Use the Navigation Menu to navigate the PBMIS by clicking on the expand symbol

User Option Screen (Fig. 4)

Exit — Click on the Exit button to close PBMIS

Logout - Click on the Logout button to return to the Login Screen
IGF REVENUE PROJECTION

Introduction

The IGF Revenue Projection sub-module allows users to input BMC IGF projected revenue
which serves as the IGF expenditure ceiling.
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w H ! 1eFr Projecti .
e e Adding IGF Revenue for BMC for the
IGF Revenue Setup Budget year
A IGF Budgeting Capturing of IGF Revenue Projections
Analytical Reports Generating IGF reports by departments
£ et Paiey =S Eepan E Generating IGF consolidated reports
S B Revenme Proged Syncing IGF Revenue Projections data from

offline to online server (cloud)

Figure 5: IGF Revenue Projection Sub-Module

How to Add IGF Revenue Budget
1. Click on IGF Revenue Setup to open the IGF Revenue Setup form as shown in the

figure below:

1GF Revenue Setup = O X

Bmc Code: 0250201008

Bmc Name: Policy Planning, Monitoring and Evaluation Division

Login User: 0250201008

Department: 0290201008 Office of the Director

Budget Year: 2021 Current Year: |2020 Last Year: 2018

IGF Revenue Type: l:l

Drag a column header here to group by that column p
IGF Revenue Code IGF Revenue Type

2. Click on the find icon &l beside the IGF Revenue type to search for the Revenue
type to add.
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3. Select the Revenue item to add and click on the Select button

Find IGF Revenue Items — O X
Drag & column header here to group by that column X |Enter text to search... |
Item Code IGF Revenue Type | Source of Fund |
b 1111204 Payment for supply of goods or use of property or IGF-Services -
1112012 Registration Fees IGF-Services
1112208 Interest On Account IGF-Services
1113003 Interest IGF-Services
1141106 Vehides, Sales and Repairs IGF-Services
114110601 Vehide Repairs IGF-5ervices
114110602 Routine Servicing IGF-Services
114110603 Air Condition Repairs IGF-Services
114110604 Vulcanizing IGF-Services
114110605 Vehide Electronic Diagnosis IGF-Services
114110606 Body Works and Spraying IGF-Services
114110807 Auto Electrical Works IGF-Services
114110603 Fuel System Purging IGF-Services
114110609 Pump Servicng IGF-Services
114110610 Battery Charging IGF-Services
114110611 Car Washing IGF-Services
114110612 Fleet Management Consultancy IGF-Services
114110613 Solar Power Installation IGF-Services
114110614 Sales of Power Inverters IGF-Services

4. Click on the Add Button to add the Revenue item

IGF Revenue Setup = a X
Bmc Code: 0290201008
Bmc Name: Policy Planning, Monitoring and Evaluation Division
Login User: 0290201008
Department: 0290201008 Office of the Director
Budget Year: 2021 Current Year: | 2020 Last Year: | 2019

Drag a column header here to group by that column 0o
IGF Revenue Code IGF Revenue Type
b | 1111204 Payment for supply of goods or use of property or

Remove
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5. Click on IGF Budgeting on the Sub-menu to open IGF Budget Form as shown below

¥ 1GF Budget = o *x
Bmc Code: 0290201008 " Mon-Insured Insured (NHIS)
Bmc Name: Policy Planning, Monitoring and Evaluation Division Prior Year Average: o Prior Year Average: 0
g ooz . E— i I—1
: Wi O Projected Monthly Average 0.00 Projected Monthiy Average 0.00
Budget Year: 2021
Aparoved Tarfs 1 Approved Tarff: L1
1GF Revenue Type: [=]
et Total Budget: 000 Annual IGF Budget: 0.00 Annual IGF Budgat: 0.00
Projections
& " Primary Referral
Month e i Y Irsud Prmary Total | Referral e Referral Total

Total: 0.00 0.00 0.00 0.00 0.00 0.0

6. Click on the Finder icon (@] beside IGF Revenue Type to open the IGF Revenue List for

5 Find 1GF Revenue Items - o X
Brag a colum header here to group by trat coum X [Enter text o search...

[ 167 Revenue code [ 16 Revenue Type [ source ofFund [imsured price [Non-tnsured prce
v L4 Payment for supply of goods or use of prop. . IGF-Services | 100 100

7. Select the IGF Revenue to budget for and click on select
8. Enter Prior year Actuals for Primary and Referral in the grid view as shown below
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1 16F Budget L EJE

[=]
amc Code: 0290201008 Non-Insured Insured (NHIS) c.s ,g
BncName: Poicy Planning, Monitoring and Evalustion Division Prior Year Average: 2364 Priar Year Average: 1un Q 8
4 i SISk
. 0290201008 seciion (%): seciion (%): =
Logn Lser: Rate o Projection (%): 1 Rate of Projection (%): ) =2 &
0290201008 Office of the Director
MErEE Projected Monthly Average 2,364.00 Projected Monthly Average 1,173.00 I
Budget Year: 201
e n
Approved Tariff: Approved Tarff: 100 2L e
16F Revenue Type: | 1111204 E| Payment for supply of goads or use of property or L4 5T -g
L L -2
Sowceoffund:  IGF-Senvces et 20 Anrual 167 Budget: 2,%3.00 ‘Anoual 16F Budget: 14,076.00 & & =
Projections —
- - Primary
Previous
Month Years Non-k Insured
July 019 0 bl
August 19 1200 100
Septenber 219 850 130
October 219 1 8 o
Noveber 019 334 1000 g
December 019 1200 500 g
January 2020 1300 500 0
February 220 1259 800 ?0
o w - - 3
pprl [ 59 800 — 2
m
May 220 %00 bl 5
June 906 00 g
=
2
=
[=9

Total: 13,120.00 6,030.00 19,150.00 15,245.00 8,040.00 23,285.00

1. IGF generating facilities will capture actual prior-year revenue performance
(Prior year July to current year June)

il. The component of Facility IGF Support approved to be retained at the respective
levels (DHD, RHD, and Head Office) will be aggregated and divided into 12

equal parts and captured as the prior year data.

9. Enter the Rate of Projection for the Budget Year and Approved Tariffs, both Non-
Insured and Insured to be used for the Budget projection as shown below:
1. IGF generating facilities will key in their rate of projection based on intervention
and strategies and approved NHIS tariffs per service item.
il. The rate of projection and approved tariff for IGF Support will be set to a value

of one (1) since the prior year amount captured is equal to the actual projection.
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10. Click on Add/Update to add or update the IGF Budget

o® 1GF Budget = (u] X
Bme Coder 0290201008 Hon-Insured Insured (NHIS)
Brme Name: Palicy Planning, Monitoring and Evaluation Division Prior Year Average: 2364 Prior Year Average: 1173
Login User: . Rate of Projection (%): 5 Rate of Projection (%): 5
Departmen £ ector
B e ol Projected Monthly Average 2,482.20 Projected Monthly Average 1,231.65
Budget Year: 2021 . )
Approved Tariff: 23.00 Approved Tariff: [ 15.00
IGF Revenue Type: | 1111204 @ Payment for supply of goods or use of property or L |
Source of Fund: 1GF Services Total B g 906,784.20 ‘Annual IGF Budget: 685,087.20 Annual IGF Budget: 221,687.00
Projections
Primary
Previous. Primary
menth vears Nor-Insured e ;)"
July 2019 200 120
August 018 1200 100
September 2019 830 130
October . = =
e GHSBudgetTool X e
Decamber 1 [ 900

1GF Revenue Budget added successtully

Total: 13,120.00 6,030.00 19,150.00 15,245.00 8,040.00 23,285.00

11. Repeat steps 2 to 11 for all IGF Revenue Types you are budgeting for.

12. Click on print to preview as displayed in figure 6

(B Preview [= & [x
File View Background -
A R 8600 Q Q 0% =~ & AR (DR

AEALTY GHANA HEALTH SERVICE
;" \ °% Policy Planning, Monitoring and Evaluation Division
I
Ll 0 \ L] Office of the Director
!! !! IGF REVENUE PROJECTION REPORT
oo Hoskih:Our Comser 2020
(Grand Total |
lc:nzgw Revenue Type oPDfCash  [PDjCredt  [Total w%cont. |
IGF-Pharmaceuticals Med & Pharm (Anti - Fungal ) f |
45,800.00|67,677,788.00 37,723,588.00 98.75%
RS AR 78,00000)  67,000.00| 145,000.00 021%
(Grand Total 123,800.00|67,744,786.00 57,868,588.00 . 100.00%
Approved By
DIRECTOR-PPMED
BATE e

Page1of 1 wE Q- @

Figure 6: IGF revenue projection report
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Editing Revenue Budget

1. On the IGF Budget Form, use the find icon  to open the IGF Revenue Item list form

2. Select the IGF Revenue type to edit and click on select to select it

3. On the IGF Budget Form perform the necessary changes and click on the Add/Update
button.

4. You should receive the message “IGF Revenue Budget Details Updated successfully”

5. Repeat steps 1 to 3 for all IGF Revenue types you want to update.

How to Delete a Revenue Line

1. On the IGF Revenue setup Form, select the Revenue line by clicking on it.

2. Click on the Delete button.

3. The message below appears

Remove Budget Line 41

Deleting Revenue Type will delete all it's corresponding
I budget for the year. Do you want to continue?

Yes Mo

4. Click on “Yes” to delete the Item Line and its corresponding budget or click

“No” to stop the deletion.
5. Repeat step 1-4 for all Revenue Item lines you want to delete.
How to print Revenue Budget
1.1.1 Department Revenue Budget Printing

1. Click on Analytical Report (under IGF projection sub-menu) to open the window

b4
Bmc Code: 0290201009
Emc Mame: Finance Division
Department: 0290201009 Office of the Director I
Report Mame: - -
Budget Year: [2020 e
Primt 11 Close
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2. Select the Report Name and click on Print to preview

Analytical Reports IEI
Bmc Code: 0290201009
Emc Mame: Finance Division
Department: 0290201003 Office of the Director
Report Mame: IGF Rewvenue Projection By Category -
Budget Year: |2':'2':' - |
/ | Print | | Close |

@ sl
Fle View Badkground

D ma §800- 44 & oww -~ & **B B -2 0>
‘rw"-‘?".,, GHANA HEALTH SERVICE
/ s
< Finance Division
il ot

Office of the Director
IGF REVENUE PROJECTIONS BY CATEGORY

e 2020

W o s

W (65 Fhammacnmients

Approved By

DIRECTORFD

DATE.

Prnted By " DaeProted  06-5ep-19

Pogelaf 1 100% (=) i @

1.1.2 How to print BMC Revenue Budget
1. Click on Consolidated Analytical Report (IGF Revenue Projections sub-menu)

to open the Form

85 Consolidated IGF Reports [ =J O x]

Bmc Code: 0290201009

BmcMame: | Finance Division I
Repart Mame: hd
Budget Year: 2020 v

| Print | | Close
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2. Select the Report Name and click on Print to preview

B Consolidated IGF Reports | = || O || X

Bmc Code: 0290201009

Brmic Mame: Finance Division

Report Mame:  IGF Revenue By Category -
Budget Year: |2020 v
/ | Print | | Close
P

W‘Fm e e

Dh R 6BOB-0a &/ -4 - B B @~ 0>
20| e
I 565 Pammaceuticsts

Agpreved By

DIRECTORFD
DATE

Printed By 0250201008 1" DatePrnted  06-Sep-19

Pageloll Wk (=) 4}

How to Synchronize IGF Revenue Budget
1. After IGF revenue items have been entered, click on sync IGF revenue projection
2. Click on the retrieve button, then the process button.

NB: Ensure that your computer is connected to the internet before syncing
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REVENUE CEILINGS
The Revenue Ceiling is used to set ceilings for BMCs to control its Expenditure Budget in
order not to exceed what has been secured. This module applies to BMCs that receive GoG
and SBS (e.g. Districts).

How to Set Budget Ceilings

The Revenue Ceiling is a process and hence should be followed as such.

Revenue Ceiling Setting Process

Set up National Ceiling and allocate a Reserve Fund

Set up Ceilings for Headquarters BMCs

Allocate Reserve Funds to Headquarters BMCs (Divisions)

Set up Ceilings for Regions dividing it into DHD and RHD

Set up Ceilings for RHD

Set up Ceilings for DHD

.1.3 National Ceiling Setup

Click on National Allocator to open the BMC Level Allocation Form

Select the Source of Fund

Enter the National Ceiling Amount

If applicable enter the Reserved Fund Amount

. Click to Save the details

5 511C Lol e DE

~—

I e N e TR SR I S

et Year 2020

Source of Fund: GOG-Goods and Service -

National Ceiling: ©000000.00

Amt To be Allocated: | 2500000.00

Reserved Funds 3500000.00

\l\/ Percentage Allocated
BMC Level location Amount

» 1,875,000.00

HQTRS 375,000.00

RHD 250,000.00
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1.1.4 Headquarters

1. Click Headquarters Allocator to open Headquarters Allocation Form

2. Select the Source of Fund

3. Enter the percentages to be allocated at the Percentage Allocation Review of the
Table

4. Click to Save

¥9 Headquarters Allocation ¥ [— =[x
Al
Budget Year 2020
Source of Fund: GOG-Goods and Service »

Headquarters Allocation: | 375000

Percentage
o Percentags % Alocation
Division Name priat Allocation Pk
y \ Review
3 N 5.00 18,750.00

Institutional Care Division 4.00 5.00 18,750.00
Store, Supplies and Drug Management 4.00 5.00 18,750.00
Health Administration Support Service 4.00 5.00 18,750.00
Family Health Division 5.00 5.00 18,750.00
Human Resource Division 7.00 5.00 18,750.00
Health Research Development Division 4.00 5.00 18,750.00
Policy Planning, Monitoring and Evaluation Division 5.00 5.00 18,750.00
Finance Division 4.00 5.00 18,750.00
Internal Audit Division 4.00 5.00 18,750.00
Office of the Director General 50,00 51.00 191,250.00
Health Promotion Division 4.00 5.00 18,750.00

/

(st | sove e

1.1.5 Reserved Budget

1. Click Reserved Funds to open the Reserved Funds Form
2. Select the Source of Fund

3. Enter the Reserve Amount for each Headquarters Division
4

Click the Save Button to Save

Bl Reserve Funds _ —Jla =]
y

Budget Year 2020 l

Source of Fund: GOG-Goods and Service bl

Reserved Ceiling: 3500000
Division Name Allocated AME Reserved Amt Total Ceiling
Institutional Care Division 20,250.00 0.00 20,250.00
Store, Supplies and Drug Management 20,250.00 0.00 20,250.00
Health Administration Support Service 20,250.00 0.00 20,250.00
Family Health Division 20,250.00 0.00 20,250.00
Human Resource Division 20,250.00 0.00 20,250.00
Health Research Development Division 20,250.00 0.00 20,250.00
Policy Flanning, Monitoring and Evaluation Division 20,250.00 600,000.00 620,250.00
Finance Division 20,250.00 0.00 20,250.00
Internal Audit Division 20,250.00 0.00 20,250.00
Office of the Director General 227,250.00 2,900,000.00 3,127,250.00
Health Promotion Division 20,250.00 0.00 20,250.00

—— Total Amount Allocated:
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1.1.6 Regional

1. Click Regional Allocator to open the Regional Allocator Form
2. Select the Source of Fund

3. Click the Save Button to Save

la)

#d Regional Allocation L} [=J[=Jix]

Budget Year 2020

Source of Fund:  GOG-Goods and Service -

RHD Ceiling: 250000

DHD Ceiling: 1875000
Region Code Region RAIJFD ) RHD Allocation DHD DHD Allocation Regional 4

ocation Yo Amt Allocation %% Amt Allocation Amt

» AHAFQ 231 5,769.23 231 43,269.23 49,038.46
01000 ASHANTL 16.54 41,346.15 16.54 310,096.15 351,442.30
02000 BONO 4.62 11,538.46 4.62 86,538.46 98,076.92
11000 BONQ EAST 4.23 10,576.92 4.23 79,326.92 89,903.84
03000 CENTRAL 8.45 21,153.85 8.46 158,5653.85 179,807.70
04000 EASTERN 12.69 31,730.77 12.69 237,980.77 269,711.54
05000 GREATER. ACCRA 1L15 27,884.62 1115 209,134.62 237,019.24
13000 MORTH EAST 231 5,769.23 231 43,269.23 49,038.46
08000 MNORTHERN 6.15 15,384.62 6.15 115,384.62 130,769.24
15000 on 3.08 7,692.31 3.08 57,692.31 65,384.62
14000 SAVANMAH 2.9 6,730.77 2.89 50,480.77 57,211.54
07000 UPPER EAST 5.77 14,423.08 577 108,173.08 122,596.16
03000 7\ UPPER WEST 4.23 10,576.92 423 79,326.92 89,903.84
03000 ( 5 ) VOLTA 6.92 17,307.69 .92 129,807.609 147,115.38
10000 ,/ WESTERMN 5.38 13,461.54 5.38 100,961.54 114,423.08

y i v
|#‘ Total RHD Allocation Total DHD Allocation:

1.1.7 Regional Health Directorate - RHD
1. Click on RHD Allocator to open the RHD Form

2. Select Region and Source of Fund

#d GOG Ceilings-RHD Allocator [ =JlBa ]l x|

Region: ASHANTI

Budget Year 2020

Source of Fund: GOG-Goods and Service -

RHD Allocation: 49615.38
Division N Percentage Revised % Allocated

S e Allocation Allocation Amount
» al Hospitals-Ashanti Regi 10.00 0.00 0.00

Office of the Regional Director-Ashanti Region 40,00 40,00 19,846.15
Regional Support Services-Ashanti Region 20,00 20,00 9,923.08
Regional Public Health Care Unit-Ashanti Region 10,00 20,00 9,923.08
Regional Clinical Care Unit-Ashanti Region 20.00 20.00 9,923.08

| Distribute Equally || save Total Ceiing Allocated:

3. Click the Save button to save
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1.1.8 District Health Directorate - DHD
1. Click on DHD Allocator to open the DHD Allocation Form
2. Select Region and Source of Fund

3. Click on Spread Evenly to distribute percentage evenly among the Districts

e

s

......

NB: Always make sure the Total Percentage Allocated is equal to the
Ceiling Allocation for each BMC Level

4. Click the Save button to save
Download Budget Ceilings

1. Login to your BMC using the online Platform
2. Under Revenue Ceilings, click on Download Budget Ceilings to open the Form

[ = O S T e ) [ (=] = |
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3. Click on the Retrieve Button to retrieve your budget

8 ceiling Download =RES
bmccode bmcname Regioncode bmdewvel sof bmcpercent bmcalloc budgetyear reser "
w Public Health Div... |01100 HQTRS GOG-Goods and ... |5 20250.00 2020 0
0290201001 Public Health Div... |01100 HQTRS GOG-Goods and ... |0 0.00 2020 1
0290201001 Public Health Div... |01100 HQTRS SBS-Service 5 0.00 2020 0
0290201001 Public Health Div... |01100 HQTRS SBS-Service 0 0.00 2020 1
0290201002 Institutional Car... |01100 HQTRS GOG-Goods and ... |5 20250.00 2020 0
0290201002 Institutional Car... |01100 HQTRS GOG-Goods and ... |0 0.00 2020 1
0290201002 Institutional Car... |01100 HQTRS SBS-Service 4 0.00 2020 0
0290201002 Institutional Car... |01100 HQTRS SBS-Service 0 0.00 2020 1
0290201003 Store, Supplies ... 01100 HQTRS GOG-Goods and ... |5 20250.00 2020 0
0290201003 Store, Supplies ... 01100 HQTRS GOG-Goods and ... |0 0.00 2020 1
0290201003 Store, Supplies ... 01100 HQTRS SBS-Service 4 0.00 2020 0
0290201003 Store, Supplies ... |01100 HOTRS SBS-Service a 0.00 2020 i
0290201004 Health Administr... | 01100 HOTRS GOG-Goods and ... |5 20250.00 2020 a
0290201004 Health Administr... | 01100 HOTRS GOG-Goods and ... |0 0.00 2020 b1l
0290201004 Health Administr... | 01100 HOTRS SBS-Service 4 0.00 2020 a
0290201004 Health Administr... |01100 HOTRS SBS-Service a 0.00 2020 1
0290201005 Family Health Di... |01100 HOTRS GOG-Goods and ... |5 20250.00 2020 a
0290201005 Family Health Di... |01100 HOTRS GOG-Goods and ... |0 0.00 2020 L
0290201005 Family Health Di... |01100 HOTRS SBS-Service 5 0.00 2020 o
0290201005 Family Health Di... |01100 HOTRS SBS-Service o 0.00 2020 ar
0290201006 Human Resourc... |01100 HQTRS GOG-Goods and ... |5 20250.00 2020 1]
0290201006 Human Resourc... |01100 HQTRS GOG-Goods and ... (0 0.00 2020 1 -
< ' >
| Retrieve | | Download |
4. Click on the Retrieve Button to retrieve your budget
BE Ceiling Download C=Ja]
bmccode bmcname Regioncode bmdewvel sof bmcpercent bmcalloc budgetyear reser ™
w Public Health Div... (01100 HQTRS GOG-Goods and ... |5 20250.00 2020 0
0290201001 Public Health Div... (01100 HOTRS GOG-Goods and ... [0 0.00 2020 1
0290201001 Public Health Div... (01100 HQTRS SES-Service 5 0.00 2020 0
0290201001 Public Health Div... (01100 HOTRS SBS-Service o 0.00 2020 1
0290201002 Institutional Car... (01100 HQTRS GOG-Goods and ... |5 20250.00 2020 0
0290201002 Institutional Car... (01100 HQTRS GOG-Goods and ... (O 0,00 2020 1
0290201002 Institutional Car... (01100 HOTRS SBS-Service 4 0.00 2020 o
0290201002 Institutional Car. 01100 HQTRS SBS-Service o 0.00 2020 1
0290201003 Store, Supplies ... (01100 HOTRS GOG-Goods and ... |5 20250.00 2020 o
0290201003 Store, Supplies ... (01100 HOTRS GO ds and 0 0.00 2020 1
0290201003 Store, Supplies ... (01100 Revenue Generator s 0.00 2020 o
0290201003 Store, Supplies ... (01100 0.00 2020 b1
0290201004 Health Administr... (01100 o bR el e assfid 20250.00 2020 o
0290201004 Health Administr... (01100 0.00 2020 1
0290201004 Health Administr... (01100 0.00 2020 o
0290201004 Health Administr... |01100 [ ok ] 0.00 2020 1
0290201005 Family Health Di... (01100 20250.00 2020 o
0290201005 Family Health Di... (01100 HOTRS GOG-Goods and ... [0 0.00 2020 1
0290201005 Family Health Di. 01100 HQTRS SBS-Service 5 0.00 2020 o
0290201005 Family Health Di... (01100 HOTRS SBS-Service ] 0.00 2020 1
0290201006 Human Resourc... (01100 HQTRS GOG-Goods and ... |5 20250.00 2020 0
0290201006 Human Resourc... |01100 HOTRS GOG-Goods and ... [0 0.00 2020 i1
[ Retrieve | Download |

/

Ceiling Report
To print the ceiling report,
1. Login to PBMIS using the offline Platform

2. Expand the revenue ceiling sub-module
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3. Click on Ceiling Report to open the Ceiling Report Form
4. Select the Source of Fund

Print Ceilings = |
HOTRS /Region ID: 01100 | =l
Description: HEADOQUARTERS
Budget Year: 2020 l
Source of Fund: GOG-Goods and Service -
BMC Lewel: HOTRS
| Primt | | Close
7

5. Click on the Print button to generate a report.

@ =2 %
Fie View Background .
DA mBR BRO0E 846w - & PP BID-2-(0

L
va "\‘ GHANA HEALTH SERVICE
¢
o 'd HEADQUARTERS
CEILINGS REPORT BY BMC LEVEL
sﬁ GOG-Goodsand Service
Grand Total
BMCLevel BHC Code BMCName Amount llocaed % Allocates
3 ‘0280201001 Peblic Health Devson T
2500 0s1%
2s20002 | nsbitutonal Care Dson
225000 0s1%
(FHTT Store Suppies and Dreg Maragemert
225000 os1%
0280201004 Health Administration Suppart Sevee
225000 os1%
02820005 Fanily Health Diviion
225000 os1%
0280201008 Human Resource ivsion
225000 os1%
(FmnT Heath Research Develogmene Dnison
225000 os1%
G2ea0i00E Policy Planeing, Monitoing aed Evabsaton i
2025000 150%
028201008 Fance inisn
225000 os1%
Printed By 0280201009 ” DatePrinted ~ 06-Sep-19
aseannte [intermalaudtDvison
225000 1%
Page lof2 0% =) i} @
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COMPENSATION BUDGETING
Nominal Role Budgeting

1.1.9 Staff Setup
1.1.9.1 Adding a New Staff

1. Click to Open Staff Setup under Compensation Menu

B Employee Bio | [
BMC: 0290201009 || Finance Division
Login As: 0250201009
Employee ID: |@| ‘@l | tnactive
Surname:;
First Name:
Other Names:
Sex: -
Date of Birth: -
SENIT Number:
Type of Staff: ||
Project: ‘l
Source of Fund: ‘ﬁl
add || Update |
A

2. Enter the following details
1. Employee ID

1. Surname*

11i. First Name*
1v. Other Names
V. Sex*

Vi. SSNIT Number
3. Click on the find icon@ to select
1. Type of Staff
11. Project
1ii. Source of Fund
4. Click on the Add button to add the Staff
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1.1.9.2 Editing Staff Details

1. On the Staff Details Form, use the finder to select the Staff to edit

2. Details of Staff appear as shown in the image below

El s
LS & France Dveon

lgnA  OSO2000

Erployee 1D @@

S o

Frsthame:  Hamy

Ol

e

0 st
3

3. Make the necessary changes and Update
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1.1.9.3 Making a Staff Inactive

1. On the Staff Setup Form, select the Staff to make inactive
2. Check Inactive

3. Select an Inactive Reason

4. Click on the Update button to Save

1.1.10 Staff Grading

1.1.10.1 Adding a New Grade

1. Click to Open Staff Setup under Compensation Menu

2. Use the find icon to select the Staff to add

3. Details appear on the Form as shown below

BE Staff Grading L=l B | x
BMC Name: 0290201009 |@| Finance Division
Login As: 0290201009
Employee ID: 0001 ||
Surname: Paku
First Mame: Harry
Other Mames:
Project: PO015 |@|

Source of Fund: | GOG-Goods and Service

Current Grade: | @|Date on Current Grade: -
Lewel: Steps: | |
Basic Salary: Premium: Total Salary:
Freguency: 1z Annual Salary: 0
add | | Update |

4. Add the following information
i. Current Grade*
ii The date on Current Grade
1ii.Step
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o5 staff Grading

BMCName: 0290201003 \@ Finance Division
Login As: 0290201009

Employee ID: | 0001 |‘

Surname: Poku

First Name: Harry

Other Names:

Project: 0015 “

Source of Fund: | G0G-Goods and Service

Current Grade: | Chief Administrative Manager | ‘Dﬁtﬁ on Current Grade: | 03/12/1999
Level: 2HH Steps: 3] ‘ |

Basic Salary: | 3406.07 Premium: 544.06 Total Salary: 350,13

Frequency: iz Annual Salary: | 47401.56

| oAd | Update |

5.  Click on Add to add the record

1.1.10.2 Editing a Grade

1. On the Staff Grading Form, select the Staff to edit
2. Make the necessary changes to the Staff Grade and click on Update
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1.1.11  Staff Allowance
1.1.11.1 Adding Staff Allowance
1. Open the Staff Allowance Form

BE Staff Allowance (=)= ]lx]

BMC Mame: 0290201008 | ﬁ| Palicy Planning, Monitoring and Evaluation Division
Login As: 0290201008

Emplayes ID: ==

Surname:

First Mame:

Other Mames:

Project:

Source of Fund:

Other Allowances

Allowance Type: (& [oo0

Monthly Allowance: | 0.00 Frequency: 12 Annual Allowance: | 0.00

Account ID Account Description Monthly Allowsnce Frequency Annual Allowance source of Fund

| Add || Update || Remove |

2. Select the Staff using the Find icon

BE Staff Allowance ==l

BMC Name: 0290201008 |§| Policy Planning, Menitaring and Evaluation Division

Login As: 0290201008

Employee :  [1196%03  ||@ @

Surname: Mansah

First MName: Edith

Other Names: | Akosus

Project: GoG

Source of Fund: | GOG-Compensation

Gther Allowances

e T || 0.00

Monthly Allowance: [0.00 | Frequency:|12 |  Annual Allowance: |0.00

Account ID Account Description Monthly Allowance Frequency Annual Allowance Source of Fund

[ Add || Update || Remove |

3. Under the Other Allowances,
i.  Select Allowance Type

1i.  Enter the allowance Amount
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BEl staff Allowance

[ — (e (=]
BMC Mame: 0290201008 || Policy Planning, Monitoring and Evaluation Division
Login As: 0290201008
Empoyeed:  [msew3  ||@l [©)
Surname: Mansah
First Name: Edith
Other Names: Akosua
Praject: GOG
Source of Fund: | GOG-Compensation
Other Alowances
Allowance Type: 2112203 Car Maintenance Allowance
Monthly Allowance: 1200 | Frequency: 12 Annudl Allowance: | 14400
Account ID Account Description Monthly Allowance Frequency Annual Allowance Source of Fund
| Add | | Update | | Remaove |
4. Click the Add button to add the Allowance
BE staff Allowance || |
BMC Name: 0290201008 || Policy Planning, Monitoring and Evaluation Division
Login As: 0290201008
Employes ID: | 1196493 a @
Surname: Mansah
First Name: Edith
Other Mames: Akosua
Project: GOG
Source of Fund:
Other Allowances
Allowance Type: || Car Maintenance Allowance
Monthly Allowance: ] Frequency: [ arnual Allowancs:
Account ID Account Description Monthly Allowance Frequency Annual Allowance Source of Fund
» | 2112203 Car Maintenance Allowance 1200 14400 GOG-Compensation
| add || update || Remove |

1.1.11.2 Editing Staff Allowance

1. On the Staff Allowance Form, select the Staff to Edit
2. Make changes to the Allowances information

3. Click on Update
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1.1.11.3 Removing Staff Allowance

1. On the Staff Allowance Form, select the Staff to Edit

2. On the Staff Allowance Table, sclect the Allowance to remove
3. Click on the Remove button to remove the allowance

1.1.12 Uploading Nominal Role Budget

1. Click to Open Import Nominal Role Data Form

1 Lot Dt e x

2. On the Form, click on Open to locate the Upload file

NB: Upload file should always be in excel

(B revien - 8]x
[T — .
DANA BROE 0Q & o% @ PHIE B BrEQ

e
/\_\ GHANA HEALTH SERVICE

\: 0 i EMPLOYEE COMPENSATION BUDGET REPORT
!f Policy Planning, Monitoring and Evaluation Division

T vt

fioeD Sme ot Obelms Gk el S AcuatD o Soeoffnd  Tobd ot T
D Bed  BaSntows DepyDree 34 4 uML Eoehr GGlmesen 8208
W e D K Seir Bt . 5 AL bt Gt LI
i b lbeaboany S M 8 a ket Octmesty 704
E Mk b Uiraede 4 1 L e Gmesde 5O
9% e HE [P —— 1 L Gkt Gotmestn 54T
ADB  (Covaenscehl0GComesg 14400

1Tt 487

3. Click on Upload to upload Nominal Role Budget
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1.1.13 Running Nominal Role Budget
1. Click to Open Nominal Role Budgeting Form

Compensation x

BMC: 0290201008 |E|

BMC Mame: | policy Planning, Monitoring and Evaluation Division

Budget Year: |2020 - | Generate Budget |

2. Select Budget Year and click on Generate Budget
3. Below should be the result

[r T

Rt View Backgrouna

D =R 6@0H &4 aom - a e P B Acm O
o GHANA HEALTH SERVICE
{ o \é EMPLOYEE COMPENSATION BUDGET REPORT
Ny ¢ Policy 2. and E Division
e
Sumane

J """""\ GHANA HEALTH SERVICE

1.1.14 Nominal Role Budget Sync
1. Open Nominal Role Budget Sync
2. Click on Retrieve to pull every existing Budget for the Budget Year
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3. Click on the Process button to Sync the Budget
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.
Staff Promotion
. .

1.1.15 Adding a Staff Promotion

1. Open the Staff Promotion Form

2. Select the Staff to promote
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—— ] o T et
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s - — - —

—— = - =

—T—

3. Select the Promotion Grade
4. Use the Promotion Allowance section to Add Promotion Allowance

NB: Only Add Promotion Allowance if the Staff'is entitled
to it. If the staff is not entitled proceed to point 5.
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5. Click on the Save button to save the record.

=2 staff Promotion Budet e
Pramoton .y

B4 Name a

Lo azsuzmecn gt re 00

Evcioee It 7 Q0 smame:  Mnen et fome: | Eckh Other Nanes: Mecss

Curent: Grade: At ies Manage S Categry: Adueissove Mansge:
Profet I a6 SourceofFund: 50 Canpersabon
Anwal Curvent Salary: 22278.24 Arrual Abarce. 14400

Anial Upgrade Salary: 2507264 Annual Upgrade Alomarce: 15600 00 Aevual Upgrade Gross: HET264
A Prosctin Sy 67544 e Prcncoon Rlowarce: | 1200 Aorus Promctan Goss: | 79944

Uy aie Detak
Promotion Grade: Seri kvt Marsger a

et 1° EEE a
asic sy 2o Premam Salry: 35388 Totd sdry: 242272

Pramoton Alowsncs
dloweres Tyee: 212z a

Hertbly Moweree: 130.00 Frequerey: |12 Areus Blowarce: | 150000

130000 15600.00

1.1.16 Editing of Staff Promotion

1. Open the Staff Promotion Form
2. Select the Staff to edit

3. Make the necessary changes and click on Save

NB: To make changes to the Allowances when editing, after selecting the Staff to edit,
use the Promotion Allowance sub section to remove the Allowance

1.1.16.1 Removing an Allowance from Staff Promotion
1. Open the Staff Promotion Form

Select the Staff to edit

Go to the Promotion Allowance Sub-section.

Select the Allowance from the Table

Click on the Remove button to remove the Allowance.

nkhwe
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1.1.17 Removing Staff Promotion
1. Open the Staff Promotion Form
2. Select the Staff to remove

3. Remove all allowances by following instructions on “Removing an Allowance from Staff
+Promotion” (chapter 7 subsection 7.3.2.1)

4. Click on the Delete button to remove the Staff Promotion.

1.1.18 Uploading Staff Promotion
1. Open the Import Promotion Data Form

Hame h Duemoshied  Type e
o Cuick ccess
» . ] Cumtom Ofice Templues TR Fiefoider
penter | GPCLoga OB Foefokler
¥ Dowrlosts T ey NWBNN  Fletolde
B Documents # L My Blustooth
= Pctuses # |l T 060
| B | 530 Servas Managarent St
| GPCLoge 1 Visual Studio 2017
e 1 Visust Studio 2017 Enterpee
B = | Visus! Studio 2019 :
| e 603,065 Mancst /0872018 1650 006 K8
- Cnclive B 205cipt deploy wrow2018 1031 ske
- arc B dmendanceview WOR019 1044 KB
= B buget2nncrpt ToKs
0 0 Objects ) Call tracker 1307K8
1 Desitop. @3 Comemen Esroes and how 1o fix tham 1258
2 Bonumets 83 Catabase! 1750KE
& Cownioads 3 DHIMS 0 PEMIS da, MAY_2015.09 o1 s
P i 183 Dhima2 Data for 2020 Budget oova0msoma ™
Ll 63 DhimaDts 402018 1808 e
@ Irosce s 1 009 0720 HEs
I videcs 83 Members Tocker WOz 115 snzes
i LoD IC) & members OK2018 1300 1688
P ) members [ 20k
G P 2020 Marsel LT
53 PEMS MANUAL K
@proofctmgimntion  0N0B14%  POFRe 2K
B oot oa/0n2018 0854 ks
B saw2om7uev 26472018 188 T
B Pl i
i name: | <] [aiFie ) ~]
| Comeel

oo | e

3. Select the file and click open to load the file
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Dom | [ wew |

Click Upload to save the file

& staff Promatian [mport

10001
R T T e
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1.1.19 Staff Promotion Sync
1. Open the Promotion Budget Sync Form

B8 compensation-staff Promotion Sync

Projected Current Total Promotion Source of e
Employee ID First Name Last Name Other Names Total Amount Amount Cost fund BMC Code budgetyear projecti

Reieve || Process ]

2. Click on the Retrieve Button to retrieve all Promotion Budget records for the Budget

Year

i Compensation-Staff Promotion Sync

Projected Current Total Promotion Source of )

Employee ID First Name Last Name Other Names Tabd ot kit Cost fund BMC Code budgetyear projecti
3 Freddie Amponsah 2089.04 205412 3492 GOG-Compensat... | 0290201008 2020 GOG
2020 GOG

63084 Sophia Kesewa Ampofo Kusi 2877.69 2600.87 276.82 GOG-Compensat... | 0290201008
769062 Philip Ativor Kwesi 2877.69 2431.28 446,41 GOG-Compensat... (0230201008 2020 GOG
806554 Thomas Ankomah 3293.15 2089.04 1204.11 GOG-Compensat... (0290201008 2020 GOG

3. Click on the Process button to sync Promotion Budget with Consolidated
Online Data
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¥ Compensation-Staff Promotion Sync =g
ErbyeeD  Frsthame  Lasthame Oertianes DRl GurentTonl - fromaton bl BC Code budgetyear uro]em’J

y Fredde Ampensah 089.04 054,12 1o GOG-Compensat... 090201008 | 2020 606
3084 SophiaKesewa | Ampofo K B89 5087 7582 GOG-Compensat... 0202008 |20 606
o062 Prilp Atvor Kvesi 17140 23138 6,41 GOG-Compensat... 090201008 | 2020 606
306554 Thomas Arkomeh 193,15 280,04 120411 GOGCompensat,.. 090201008 | 020 06

Compensation

o Promotion Sync Completed

o]

Staff Recruitment
1.1.20 Adding Recruitment for New Facilities
l. Open Recruitment Budget-New Facility Form

#3 Recruitment Budget-Existing Facilities (=Jlallx]
Budget Year: 020
Fadity Type:
Mumber of Fadiiies: 0

Basic Salary B Annual Salary

Category

| sve [ oo || ponc

2. Select the
i. Facility Type
ii. Facility Category
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3. Enter the Number of new Facilities (that is the number of facilities the new recruitment is
being done for)

4. Click on the Save button to save

1.1.21 Editing Recruitment-New Facility Budget

1. Open the Recruitment-New Facility Form

2. Select the Facility Type and Category

3. The Budget generated will appear

4. Click on the Delete button to delete it

5. Modify the parameters (Type of Facility, Facility Category and number of Facilities)
6. Click on the Save button to save the modified data
1.1.22 Adding Recruitment for Existing Facilities

1. Open the Recruitment- Existing Facility Form

L)

Qty Budget Amount Facitiity Category «

Grand Total
Fadility Type - Staff Catzgory = Qty Budget Amount
Grand Total

| Generate | | Save

2. Click on Generate Button to generate Recruitment Budget based on staffing Norms by
Facility Type and Category
3. Click on the Save button to save
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1.1.23. Staff Recruitment Sync

1. Click on Recruitment Budget Sync to open the Form

B8 Compensation-Staff Recruitment Sync

e [ e |

2. Click on the Retrieve button to retrieve the recruitment details
3. Click on the Process button to sync the data
Compensation Reporting
1.1.24 Budget Transactional Report
To Print the Budget Transactional Report, follow the instructions below:

1. Click on Budget Transaction Report to open the Form

“ thon Budget Voew

[=ir 7]
Sebect BT -1
Buget vear:

Braect

Tothmrn | Tetaitpet

G el
e+ | Surname - Frtteme o+ Gt | G . e EIETY » |McomB s | acastbecpmn » | Sarecffud s row et
G o

2. Select the Budget Year

3. Click on Generate to preview the data
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= =JLELx
SelectBMC: 00201006 a
Buettesr 20 -
Pofect
Total Amourt Total Budget
Tl
EcoeD  + | Sumame o« [Fotme o Obwhenes o |G -+ i ™) » |AcamtD  + | dowuntDesoten + | SwscofRed | o dmet TotlBucget
- nan - benoan - nshowsm - - Dmaorew -2 4 - 2u00m - Embhedpst  GoGCompensn a1 048 .
- e - dmanen - Dwme - - SenorBostalsbs. - 1B s - 211001 - SsatichedPust GG Compensaton 10064 n
- 1 - boale - Koeaboatey - - Specant BT -4 - 200 - Esbihedpust  GOGCompensan M s
v 19583 - Mawiye - Rabisks - - Admeshatee - 18 1 2110001 ~ Establshed Post GOG -Compersaion =60 25306
- 10 « Mensah - et - osss - dnsmame B 1 - 200 - EstbishedPust  GOGCompensaon =% 28306
== - 2u23 - CorMantmane GOGCompersaton 1400 m
1Toudl % 1383.06
- s - Ohnddy - Padna - A - et - "1 - 200 - EsabichedPust  GOG-Compensaton =% 2306
- 18 = Awoonor ikars - -k = Drector -GHSMNaton. =~ 28 -3 = 2110001 ~ Establshed Post GG Compersaton 0 0
- ¥ + Degbone B -0 - Doty s+ 2 1 - 2o - Esubhedfst  GOGCompersitn w2 e
- N = Hammond - Emma - ~ Pncpal Bostatestics . - 1M -1 = 2110001 ~ Establshed Post GG Compersation 130558 219.83
- + Moharmed - Fatm - ~ oo Admreratee - 18 -1 - 21001 - Estbhedbst  GOGCompersatn mns 2an
- 64T * Lamptey - CedlaR h = Mssistant Chief m *1 = 210001 ~ Establshed Post GG Campensation 25068.48 289.04
- o + Amonssh - Fredde - - oo Tedmcal. 11 -5 - 21001 « Estbshedbst  GOGCompersaton wnu msan
- sumt - M - heauh -c - Dmybeeds - 2 -5 - 200 - Etehedbut  GOGComperesin 0 0
- s + asko - beinds oa + Specein - "3 - 2001 * Estbshedbst  GOGCompersston me% w038
- s + B - P - - e b Ok~ 18 -1 - zu0m - EsihedPut  GOGCompeesin 358352 s
- sasn + Lt e ~ Porck - « e Pokchedt v 1L "1 + 211001 - EtsiedPst  GOG-Comperaston e zan
- s - Ockrbar ~ o arker - - e Exsate Y -5 -z - Esihedbst  GOGComperesin 2004 187
- sm + dameh ~ Odson -k srmcpal Dver nw "1 - 2110001 - EsbbedPust GO Comperaston % one
- soos7 - adietey - e - - Podsasan - -2 -z - Eibedpst  GOGConmpeesin wnn =675
- s + Attogpe - Nty -a isstent el n .5 - 2110001 - EtihedPst  GOGComperaaton 0.5 o)
- Gmes + apofonis - shsrsa - - Procpd st e+ 134 -5 -z - ctehedpst  GOGCompenesn ®7 ;631
- 6610 - Eflah i - Ester - + S vt v 1B "1 - 2110001 - EsatichedPust GG Compersaton Bonse wn
- st ™ - Gesgee - tuame - sorTenal - 8 -5 - o - cbhedpst  GoGCompensn B4 e
- 65 + s ~ dettony ~ Sowduo - SoTemal v B "1 - 2110001 - SsatichedPust GG Compersaton a0 zne
- eaum - ot - Lese « Teneh - swTetnal -8 1 - 200 - Ebihedpst  GOGCompensn 013 e
- MES2 + Aghekn = Wirand sk . = SenrStalsbdan v 18 -2 - 2110001 - Estabished Post G0G-Compersaion 586,92 #6301
- 06 - Aver ) - s - St O+ 19 -5 - 2100 - Esbishedpust  GOGCompensaon B1808 18208
+ B0SSS4 + Arkomah = Thomas - = Sener Statistian + B *1 = 2110001 ~ Establshed Post GOG Compersation BOTL64 man
- - tash - Krgsey - - wTenal - A -1 - 200 - EsbishedPust  GOGCompensanon 260136 uzna
- um - viga - lames - - SeoTemal B -1 - 2100 - Ssatichedbust GG Compensaten 501,36 e
- ases - ™ - - wrsawon - A -1 - 200 - EsatichedPust  GOG-Compensanon Zomse 2an
. ~ Nartey - Moraam - Teye = Sener Technical - & -1 = 2110001 ~ Establshed Post GG Campergation 2680136 zna
- - fm - Fate - - ol - & -1 - 2o - EsathedPt  GOG-Compensn 2080136 zna
. + Tetitey - et - - S Bostatis. 18 -1 - zu0m - Stiedbt GG Conpeniatn B wan
. + dneluta - - Mame - oo Amrematee - 18 1 + 20 - Estbsedfmt GO Compersatn mons wmn
. « Atweam = Deming 4 = Sener Technical - s »1 = 2110001 ~ Establshed Post GG Compersaton 2680136 2343
. - Ofm « detany -a o St v 24 o] + 20 - Estbishedbst  GOGCompersatn wam amas
. + lskarish = Fandeen L = Health Planner - W » 5 = 210001 ~ Establshed Post GG Campensation ™% 2303.25
. + farter - kb - - Owfresthioms <+ 2 -1 + 211001 - EtihedPt  GOGComperan o Erey
Generale Pt
4. Click on the Print button to print preview and print
(3 Preview I
File  View Background :
DA B G&00 64 awx - & P HIF-2 B D-0- 0
‘,"'M "'\t GHANA HEALTH SERVICE
¢
i o3 EMPLOYEE COMPENSATION BUDGET REPORT
=£ Policy Planning, Monitoring and Evaluation Division
[sumame Fetme  onervines  Grace Levd £ AcoutD |uccoust Descpton Sowce of . fTotal Amourt o
Bempeh Ben Smith Owam Deputy Direder 231 " 2110001 Estabished Post  GOG-Compesaton.
Amanh Dirre 3 Senior Blostati 18, s ana [EstabihatPost 606-Compestn
some Koabenasomeg | Sowse e . 2w Estatiated ot G0G-Compmen
Aisune Rabies tcminstrae e 6 a T EstatishetPos_G0G-Compermsin
Hasan ) kma [T v anson | ST —
aunm Carainnance AIGOG-Compertan
| 1ot ) |
Ofotddu Paulina ain Health Plawer 164 1 2110001 Estabished Post  GOG-Compesaton.
Amggncrlars ] 3 Director - GHS Nati 250 2 200 Estabishec Poct  GOG-Compesaton
Dagpe Danid o Deuty Chief Hesezes 1 anson FEstatishedron_G0G-Compmunton|
ot Eeme Srncosl Bostestc it 1 FTTT Estaishet s G0G-Comperstin
Mohermed  Fatms Senio mins L ' 218001 | —
Lamstey Cecllar. Assistant Choef Tec LU t 2000 Establshec Post  GOG-Compesatan
Jmooan ereade ool Technaal 7 s anmon Esabitedron Go6-Compewamn|
s acaat 3 DeputyDretes 20w s I EstaishedPox0G Compersten
Nomas Beinca n Soecas * 2 2000 Estabishec Post  GOG-Compesatan
Bavwa Felae | SeniorNurwng 0L i anson FEstatishedron  GOG-Compmaaton|
Lo Pk Semorubic mealf 5 1 T EstaishedPost_0G Comperten
0dorr Doy Kotar Senior Bvective OF15L s 2118001 Estatished 7o G0%-Compeusn|
aumh =) 3 rconoew 14 1 20 Esatited o G06-Compen|
Adaldey Dens. Princoal Statissdan 19+ 2 2110000 Estabished Post GO -Compewaten
e Niles n assistant Chef Tec1IL 5 2101 Estabished ot GOG-Compmuston
Jmodora  sophinkasma | princoul reslth Aaise s 2umn Esatitod o G06-Compewen|
EffahAfai Estrer Senior Adminstat LK. 1 2110001 Estabished Post GO Compewaten
™ Gesgee. Kmarme Senior Techmical OF 6L 5 2um00 [EstatishedPo  GOG-Compesstion
Des v Eome S Techmal O 6 ' 2o Estatiathon 006 Comprusten|
coebe Lese e Semor Techncal O 64 ' o Esatistedrom  G05-Compewmen|
‘,-"‘"*\ GHANA HEALTH SERVICE
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1.1.25 Analytical Report

To print the Analytical Reports, follow the instructions below:
1. Click on Analytical Report to open the Form

Compensation Analytical Reports | > |
Select BMC: 0290201008 =l
BMC Code; Paolicy Planning, Monitoring and Evaluation Division
Report Mame: -
Fiscal Year: |2C|2[J P |
| Print | | cloge |
2. Select the Report Name (that is the Report to print and Budget Year)
Compensation Analytical Reports | 2> |
Select BMC: | 0290201008 =l
BMC Code: Policy Planning, Monitoring and Evaluation Division
Report Mame: Budget Analysis By Grade -
Fiscal Year: |202l:| ~ |
| Print | | close |
3. Click Print to print preview and print
m! Bac - x'
T T T
J““"‘\ ‘GHANA HEALTH SERVICE
i o & Policy Planning, Monitoring and Evaluation Division
Budget Analysis By Grade
h_&g 2020
o e - — —
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GOODS AND SERVICES BUDGETING

Goods and Services

Goods and Services

Transactional Report

Transaction Report-Consolidated

Analytical Reports

Consolidated Analytical Report
Project Analytical Report

Conso. Project Analytical Report

]
—
EI Analytical Report Builder

% Sync Goods and Sery

Capturing of Goods and Service Budget

Printing of Goods and Service Captured Budget for the Department

Printing of Goods and Service Captured Budget for the BMC

Printing of Goods and Service Analytical Report for the Department

Printing of Goods and Service Analytical Report for the BMC

Printing of Goods and Service Project Based Report for the Department

Printing of Goods and Service Project Based Report for the BMC

Customised Analytical Report for the Department

Synching Goods and Service Budget to the National Consolidated Budget

How to add a Budget line

1. Click on Goods and Services under Goods and Services sub-module to open the Goods

and Services Form

SeectBMC: omos | |l Freceoffso User: 0290201009
Budget Year: bl Tofl Buget Ling 3 Total Budget Amount for BMC: 12440000 f Depariment: 0290201009 Ofie of the Directar
Budget ID: ERENE a @ Sub-program: 02002004 Prmary and Secondary health Services
- Revenve Budget Balance
| p LT
fpe s Q oy 1GF Pharm: 1783 50 1L
Planned Activity: Source of Fund: o
IGF Services: 1700 12500 10800-
Activity Type: v Act. Qutput/Target:
N ices: 2 4 2
At Prioikaniore e GOG Services: 20250.00 300 15550
SBS Services: 000 000 0
Q|| Intervention Package: Program: 87200 B0 0
HSMTDP Objective;
Unknown Funds: 0.0 12000 12000-
National Operations:
Budget Detals
Ttem Type: L]
Ttem No. [0 TtemDescripton: Uit of Measure:
Unit Cast/Rate: 000  Quantty: 0 No.ofDays: 0 Activity Frequency: 1 Budget Amount: 0
GIFMIS Nat, Account: Q
Linenum Ttem Type Activity Type Ttem No. Ttem Desc, GIFMIS Nat, Acct D GIFMIS Nat. Acct, Descrip... Unit of Measure Rate Frequ

2. Click on the icon (&2) to add a new Budget
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Click on the finder to select the Appropriate Project for the Activity (e.g. CHPS+)
Enter the Planned Activity (e.g. Conduct a community durbar)

Click on the finder to select the Source of Fund

Click on the drop-down to select the Activity Type

Enter the output (e.g. community durbar conducted)

Enter the Frequency

A e R

Click on the arrow to select the Activity Prioritization
10. Enter the Budget Justification
11. Click on the finder to select the GHS Core Intervention.
12.  Under Budget Details
If you select goods

a. Click on the finder to select the item

b. Enter the quantity and the number of days
If you select Service

Enter the following:

a. Item number (e.g. 1,2. etc.)

b. Item description (e.g. hiring of the conference venue)

c. Unit of measure

d. Unit cost/Rate

e. Quantity

f. Number of Days
13. Click on the finder to select the GIFMIS Nat. Account
14. Click on the Add button to add the Budget line.

15 Follow Steps 12 -14 to add a new Item line to the Budget Activity
Editing a Budget Line

1. Click on Goods and Services under Goods and Services sub-module to open the Goods

and Services Form

2. UsetheFinder i@l to select the Budget you wish to update
3. At the Budget Details section, click on the Budget Line you want to update in the table
and follow steps 12 and 14 of “Adding a New Activity Budget”

4. Click on the Update Button when all changes have been made.
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How to Delete a Budget Line

1. Click on Goods and Services under Goods and Services sub-module to open the Goods
and Services Form

2. Selectthe Budget Year

3. Usethe Finder i@ to select the Budget you wish to delete

4. Atthe Budget Details section, click on the Budget Line you want to update in the table

5. Click ondelete.

How to Delete a Budget

1. Click on Goods and Services under Goods and Services sub-module to open the Goods

and Services Form

Click on the Finder i@l to select the Budget you wish to delete.

Atthe Budget Details section, click on the Budget Line you want to delete in the table

Click on the delete button to delete the Selected Budget Line.

Repeat steps 1-4 to delete all Budget Lines.

AN

After the last Budget Line has been deleted, you will be prompted if you want to delete

the entire budget. Click on Yes if you want to, or click on No.

How to Print Transaction Report

1. Click on Transactional Report under the Goods and Services sub-module

2. Onthe Form that opens, select the Budget Year

3. Click on the Generate button to preview the report and print out the Transaction Report

How to Print Consolidated Transaction Report

1. Click on Transactional Report-Consolidated under Goods and Services-sub module

2. Onthe Form that opens, select the Department or click All Department check box to print
the report for all Departments

3. Selectthe Report to print and click on the Print button to preview and print the Report
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How to Print Analytical Report

1. Click on Analytical Report under the Goods and Services sub-module
2. On the Form that opens, select the Report Name and the Budget Year (Fiscal Year)
3. Click on the Print button to print the Analytical Report

How to Print Consolidated Analytical Report

1. Click on Consolidated Analytical Report to open the form as shown below

Consolidated Bme Analytical Reports = O *

Select BMC: 0290201008

BMC Mame: |POIicy Planning, Monitoring and Evaluation Division |
Department: | ALL [] All Departments
Report Name: | - |
Fiscal Year: (2021 v|
w1

2. To print the Report for all Departments under a BMC, click on the All Departments
checkbox or use the finder icon for Department to search for a Department

3. Select the Report to print using the Report Name section

4. Select the Fiscal Year (Budget Year)

5. Click on the Print button to preview and print the report.

How to Print Project Analytical Report
1. Click on Project Analytical Report to open the Project Analytical form as shown below

Goods and Service Analytical Reports-Project Based x
SelectBMC: 0290201008 @
BMC Code: Policy Planning, Manitoring and Evaluation Division
Department: 0290201008 Office of the Director
Project: @
Report Mame: | -
Fiscal Year: |2021 w |
I Print | | close |

2. Select the Project by using the finder icon
3. Select the Report name, fiscal year (Budget Year), and click on the Print button to
preview and print.
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How to Print Project Analytical Consolidated Report
1. Click on “Conso. Project Analytical Report” to open the form as shown below

Consolidated Project Analytical Repart — O x
SelectBMC: 0290201008 @
BMC Code: Palicy Planning, Monitoring and Evaluation Division |
Department:  ALL [«] All Departments
Project: @
Report Mame: | -
Fiscal Year: |2D21 v |

| Print | | dose |

2. Select the Department to print for a specific Department using the finder icon or click on
the “All Department” checkbox to print for all Department

3. Select the Project to print

4. Select the Report name, Fiscal Year (Budget year), and click on the print button to
preview and print.

How to use the Analytical Report Builder
The Analytical Report builder (figure 7 ) is used to generate Goods and Services Budget
report based on information available. The Analytical Report Builder is shown below:

Figure 7: Analytical Report Builder
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1.1.26 Analysing Reports

CASE STUDY 1 - One Parameter Intervention Budget Analysis
Analyzing with one Parameter Intervention Budget Analysis.
1. Drag the Intervention Field to the Data Field Area and Total Field under the Grand

Total as shown in the diagram below:

heontD | AcoontDescioion | SpecfcAchiy | BoadAchiy | BudgefD  Colegry  Fequency | Sty | TemDescpbon | MomberofDays | Opebon  Oupt | PokyOnjehie | Pice | Pogramne
Quantly | SouceofFnd | SbAchity | Sbrograme
Totd

lervntion Y T
(rand Totd

2. Select the Budget Year and click on generate. Your results should look like the one below:

L4

Select BMC: | 0290201008 a

Budget Year: 2018
Account ID Account Desaription Spedific Activity Broad Activity Budget ID Category Frequency Strategy Item Desaription Number of Days Operation Output Policy Objective Price Programme

Quantity || Source of Fund || Sub-Activity || Sub-programme

Total
Interventen + | Total Total

USAID SUPPORT 94340
QUALITY ASSURANCE 1942266
OTHERS 19281130
INTERGRATED MANAGEMENT OF CHILDHOOD ILLMESS 210000
HEALTH EDUCATION 140000
FINANCTAL MANAGEMENT 2840020
DISTRICT SUPPORT PROGRAM 88540
CHILD HEALTH PROGRAM 8000
Grand Total 24604396

Generate Print
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CASE STUDY 2 - Analysing with 2 or more parameters
Intervention and Objective Budget Analysis

1. Drag the Policy Objective to the Data Field Area followed by the Intervention Field.
See image below:

AccountD || AccountDescrption | Specific Actity | Broad Actvty | BudgetD | Category | Frequency |Strategy | lemDescrpton |MumberofDays ||Operaton  Output | Price | Progranme || Quantly

Sorceoffnd | SubActity | Subprogranme || Total

Poicy.. & || nterventon | GadTotd

Grand Tota Orop Data tems

2. Drag the Total Field on to “Drop Data Items” under Grand Total

MontD  AcontDesooion | SpeafcAcity | BoadAchity | BetD | Calegory | Freweny | Shalegy | MemDesoobon | MoberofDays | Opeebin | Qut | e | Pogame | Quenty
Soceeffnd  SibAcivly | Subvogranme
Tod

Py, & || Ieenbion v T

(rand Tota ‘
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3. Select the Budget Year and click on Generate. Your report should look like the

image below:

@
Select BMC: 0290201008 a8
Budget Year: 2015
AccountD || AccountDescription || Spacilfic Activity | Broad Activity || BudgetT || Category | Frequency | Strategy || Item Descripton || Mumber ofDays | Operation | Output | |Price | Programme || Quantity
Source of Fund Sub-Actity Suib-programme
Total
Polcy. a || intervention + | Tota Tota
@ 1. Ensure USAID SUPPORT
mal OTHERS 5322410
INTERGRATED MANAGEMENT OF CHILDMOOD ILLNESS 210000
HEALTH EDUCATION 140000
DISTRICT SUPPORT PROGRAM 3590
CHILD HEALTH PROGRAM 8000
1 ustanable, affordable, ecuitable, easiy accessible healthcare, 5863360
9 OTHERS 300880
QUALITY ASSURANCE 1942266
OTHERS 13657840
FINANCIAL MANAGEMENT 540020
3. Enhance efficency In governance and management of the heaith system, 18440126
Grand Totsl 24604396
Generale Print

CASE STUDY 3 - Analyzing with 2 or more parameters by comparison Budget

Analysis by Intervention.

Intervention by Objective Budget Analysis
1. Drag the Intervention Field to the Data Field Area and the Policy Objective Field to

Column Area as shown below:

heoetD | AccomtDesopion | SeccAchity | SoadAchty | BodetD | Gelgwy | Femeny | Swaleyy  MemDesopim | NmberofDas  Opealin | Ot i | Pogame | Qunkly
Sceoffind | SbAcily | Sboogame  Tobd
Py hjcte &

neventin Y| GandTotd

(rand ot 0D s
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2. Drag the Total Field on to “Drop Data Items” under Grand Total

hontD | AcowkDesoptn | SecfcAchity | BoadAchity | BudgetD | Caleqoy |Frequency  Steley | lemesopbon  Mmberofas (Opersbon  Ouput | Pz | Pogamme | Quatly

Surceafind | SibAchity | Sbprograme
Totd Polcy bjecive &

Tntrvention Y Grand Totd

(rand Tt “

3. Select the Budget Year and click on Generate. Your report should look like the

image below:

o -8 x
SelectBMC: 0290201008 a
Budget Year: 2018
Account ID Account Desaription || Spedific Activity || Broad Activity || BudgetlD | Category | Frequency | Strategy | ItemDesaripfion | NumberofDays | Operation | Output | Policy Objective Price || Programme
Quantity  SourceofFund | Sub-Acthvity | Sub-programme
Totdl
Intervention * | Totd Total
USAID SUPPORT 94340
QUALTTY ASSURANCE 1942266
OTHERS 19281130
INTERGRATED MANAGEMENT OF CHILDHOOD ILLNESS 210000
HEALTH EDUCATION 140000
FINANCIAL MANAGEMENT 2840020
DISTRICT SUPPORT PROGRAM 88540
CHILD HEALTH PROGRAM 8000
Grand Tofal 2460439
Generate Print
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How to Sync Goods and Services Budget
Before you sync ensure that you are connected to the internet.

1. Click on Goods and Services dropdown
Click on sync Goods and Services

2
3. Click on the Retrieve button
4. Click the Process button

gy + =)= 2)x
Home - @
u_ v Policy Planning, Monitoring and Evaluation Division
Y _ d ! ]
o N-RE
Exit  Logout
BudgetiD Bmccode Budgetyear operabons bmcspecificactivity subprogram ghsprog Frogram deleted budgetiust A
&
Womzﬂma 00 029002 AT (020002004 0290200200040.., P393 o Pl Hhhbhhrhbh
@ 4541 Olozo008 |01 085601 Train 50 CHMC o.., 029002001 2902003000300 P339 o Fae _
@ 4501 Q0008 |09 085601 Train S0CHMC 0., | 029002001 0290200300300 P39%9 e Pl |
Death
0 4545 0 N0E A8 085701 Orgmizeand fa.. [DXOIND! 000NN PR .. Faee :(“ i
| ! overage
Revenue Ceilings @ 45405 Om00008 01 085701 Organize and fa.. 029002001 uzgozuowucau.o‘vmq o Fae I EudgetPropotion
: @ 45405 Olozonis |09 085701 Orgarize and fa... 029002001 0202003000300 P3999 o Fae
Compensation | ! . ! b I ! | !
@ |47 Oozon08 |01 085702 Organise quarte.. 029002001 0290200300030 P399 o Fae
Goods and Services | P YUV RN Y102 0 S 20 085702 Onganise quarte... 09002001 020200000300 P59 ... Fake
0 |54 09001008 |21 085701 | Goods and Senvice X 2003000400 P393 o Pl
@ 4545 Oozo008 |01 085701 200300030 € P9398 o Fae
50 029001008 |29 085701 0300030 P399 o Pl
o @ o Goods and Services Sync Completed E o =
0 |41 Qmon0e 0B 035701 2003000306 o358 o Pl
0 4540 Qoz0008 01 085701 200300030 € 9395 o Fae
@ 4544 Qo000 |01 085701 IIl 2003000306 P99 o P rand Totd
0 %34 Qmon0B 0B 035301 [organise 200-2.. 02002004 0280200300000 P59 o Pl parningandb | Judget Amount | % Contri)
0 %1 O 0m00® 2y 085301 Organise 20202 029002004 0230200300020 P934 o Fale planring and b 103,500.00
@ 435 @ 0230201008 219 085603 review and finall.. (029002004 0230200300020 P393 . False planning EH 2
| ! | | | [ 00
0 %% [ 300 T T 035101 organise planrin,., 029002004 0202003000000 P339 o Pl Dlanning o ]
~ ..._.. | nmnnmninnn naan namran n ' ..-.M.-.... M.M..“....n‘u.u [ v =
>

Refresh

Barfuttonitem2

NB: Login online to confirm the budget upload. Run transactional reports (online and
offline) to validate your entries.
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ACTIVITY WORK PLAN
Adding a Budget Work Plan

1. Click on Budget Work Plan under Activity Work Plan
2. On the form that opens, select the Budget Year
3. Click on Find icon @beside the Budget ID to select the Budget you want to plan for.
4. Fill in the Responsibility and Collaborators field to show who will be responsible for the
Activity and who will collaborate in the same activity.
5. In the Work Plan table, enter the number of times you will have the activity per
month at the Frequency field.
6. Click on Add to Add the Activity Work Plan
7. Print the work Plan by clicking on Print.

Note
The Planned Budget Amount should always be equal to the Budget Amount.
The system will not allow you to Add/Update the Work Plan if both amounts are not

the same

Updating a Budget Work Plan
1. Click on Budget Work Plan under Activity Work Plan
. On the form that opens, select the Budget Year

. Click on Find icon beside the Budget ID to select the Budget you want to plan for.

2
3
4. The System will populate the existing Work Plan to see what you have done previously.
5. Follow steps 4-5 of “Adding a Work Plan” to make necessary changes.

6. Click on the Update button to update the Work Plan when changes are completed.

7. Print the new Work Plan by clicking on the Print button.

Printing a Budget Work Plan Report

1. Click on Work Plan Report under Activity Work Plan to open the Form.

2. On the form that opens, select the Budget Year.

3. Click on Generate to generate Report.

4. Click on print to print the generated report.
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Printing Consolidated Work Plan Report

1. Click on Consolidated Work Plan Report to open the form as shown below

Wark Plan Report - a x
Select BMC: ‘DZQI]ZDIEIEIB | |Pnl|ty' Planning, Monitoring and Evaluation Division
Department: E! All Departments
Budget Year:
Quarter: l:l
Drop Filter Fields Here
| BudgetD H Planned .. ” Sub Acti. A ” Collabor .. & H Responsi . & H Source o A ” Cutput & || Month - W‘
Grand Total

2. Select a Department to print for one department or click on the “All
Departments” check box to print for all Departments.

3. Select the Budget Year and the Quarter.

4. Click on Generate to generate the report.

5. Click on the Print button to preview and print the report.
How to Print the Procurement Plan

1. Click on Procurement Plan to open the form.

2. Select the Report name and fiscal year (Budget year).

3. Click on the Print button to preview and print.

88

(PBMIS) MANUAL




How to Print Consolidated Procurement Plan

1. Click on Consolidated Procurement Plan to open the form as shown below:

Procurement Plan — O >
Select BMC: 0290201003 @
EMC Code: |PD|iE\_,|' Planning, Monitoring and Evaluation Division
Department: | ALL [«] &ll Departments
Report Mame: | - |
Fiscal Year: |2021 ~ |
I Print I | close |

2. Select a Department to print for one department or click on the “All
Departments” check box to print for all Departments.

3. Select the Report Name for the Report to be printed.

4. Click on the Print button to preview and print the report.

Work Plan Calendar
The Work Plan Calendar is a built-in calendar to track activities that have been
planned to use the Budget Work Plan sub-menu. The image below depicts the
interface of the Work Plan Calendar.

ol _ B X
p—
D 0 OQE & a B E H B s EEE EE a
New Appontment | Badovard Forward Gutu ZoomIn ZoomQut | Day View Ful Month Tme ine  Gantt nue da Group | Group  Growp by
We \'le Week View | View | View  View by None | by Date Resource
»
Select BMC: g
4 b Apr 1, 2018 - May 5, 2018
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Wiorkshop ToApr 29 %
viorkshop To Apr 25 %
v + v v + v v
8 10 1 1 1 1
4 From Apr 1 workshop To Apr 29 %
+ From Apr 1 Workshop To Apr 25 %
v + v v + v v
1 1 17 18 1 2
4 From Apr 1 Workshop To Apr 29 %
*Fr 1 W To Apr 25 %
o - + + sty - - + Ltz
2 24 % 7 8
4 From Apr 1 Workshop To Apr 25
*Fr 1 W To Apr 25
ke * + +* i) - * + Lo -
2 ] 01-May 2 4
= From Apr 1 Workshop Workshop ToMay 30 %
- Fre 1 e we ToMay 30 =
om Apr otshen 5 % rkshop & 5 oMy
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1.1.27 The Menu Section
The Menu section of the Work Plan Calendar per the image below is used

to alternate how you wish to see the Calendar:

3 Home
B = E &
EH O Q@EH & Q B EH =N 2 aF
Mew Appointment | Backward Forward Goto  ZoomIn  Zoom Out || Day View Work Full Month Timeline Gantt Agenda Group Group  Group by

Today Week View  Week View  View View View View by Mone | by Date Resource

1.1.28 The Calendar Section
The Calendar section is where your activity appears in the Calendar form.
The image below depicts the Calendar section where your activity is being

viewed using the Month View from the Menu Section:

1 b Aprl 1, 2018 - May 5, 2018
Sunday Monday Tuesday Wednesday Thursday Friday Saturday

T 2 Waorkshop Todpr 28 %

Workshop Tohpr 29w

v v ¥ v ¥ v v

10 11 12 13 14

# From Apr 1 Workshap ToApr29 e

#From Apr 1 Workshop ToAr 23

v v v v v v v

15 16 17 18 19 20 21

4« From Apr 1 Workshop ToApr2g #

¢ From Apr 1 Worksh ToApr29 &

- M * i3 * ¥ ¥ B — v A v

n 3 % 5 2 7 %

4= From Apr 1 Workshop ToApr 29

[ From ke 1 Wateho Tokr e

s v v v sl v v HER

2 30 01-May 2 3 4 5

®FomAr 1 Workhop Viorkshop ToMay 30 %

# From Apr 1 Workshop Workshop ToMay 30 &
v v v — v v v -

1.1.29. The Detail View
By clicking on anywhere in the coloured section, which is showing the
activity time line, the details of the activity pop up in a small window. The
image below shows the detailed view when the coloured timeline is clicked:
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E e+ ¥+ X - = - o ox
Appointment
EE:! X Label: I:l Important -

Save And Delete Show time as:
Close

Subject: Workshop

Location: Resource: |:| {any) ¥
Start time: 01-Apr-13 - All day event

End time: 29-Apr-18 -

Mational level Bbudget Hearing Workshop: Morthern Sectar

How to Sync the Work Plan

1. Click on Sync work plan to open the form.

2. Click on the Retrieve button to retrieve your data.
3. Click on Process to sync your Work Plan.

CAPITAL INVESTMENT
The Capital Expenditure is used to capture all government projects for the BMC.

The Sub-Menu for the Capital Expenditure and their functions are as follows:

1. Capital Expenditure — The Data Entry Form to capture all projects and their properties.
Transaction Report — The Transaction Report is used to print all Projects and their
+properties for the Budget Year under review.

3. Analytical Report — The Analytical Report is used to print analysis of report for the

Capital expenditure.

Expenditure Module

Capex Sync — The Capex Sync is used to Sync the Capital Expenditure Budget to the
Consolidated Budget.
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Capital Expenditure
How to Add a Capital Expenditure Budget

1. Click on Capital Investment dropdown.
2. Click on Capital Expenditure to open the Capital Expenditure Form.
3. Click ontheicon &2 to start creating a new project.
4. Fillinthe required details.
5. Click on the Add button when you are done.
How to Update a Capital Expenditure Budget
Click on Capital Investment dropdown.
Click on Capital Expenditure to open the Capital Expenditure Form.
Click the Finder (@l to search for the Project.
Select the Project you wish to update.

ook Wb o=

Update the necessary fields and click on the Update button to update the Project.

Printing Transactional Report

1. Click on Transactional Report under the Capital Expenditure sub-module to open the
Transaction Report Form.

2. Select Budget Year.

3. Click on the Print button to print the report.

Printing Analytical Report

1. Click on Analytical Report under the Capital Expenditure sub-module to open the
Analytical Report Form.

2. Selectthe Report Name and the Budget Year.

3. Click on the Print button to print the report

Synchronizing Capital Expenditure Budget

1. Click on Capex Sync under the Capital Expenditure sub-module to open the
Capex Sync Form.

2. Click on the Retrieve button to display any entered Capex Budget for the Budget

Year.

3. Click on the Process button to Sync the Data to the consolidated database.
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ACTIVITY IMPLEMENTATION

The Activity Implementation is used when you are ready to implement an activity that you have
budgeted and planned for. The interface of the Activity Implementation looks like the image
below:

How to add an activity to be implemented

1. Click Activity Implementation sub-module to open the Activity Implementation Form.
2. Click on the finder @l to select the budget line.

3. The Details of th e Budget appears.

Al o ety bl He sty e e

4. At the Revised Quantity, Revised Days, and Revised Rate fields, key in the newly revised
figures if there are any changes and comment or justify the changes.

5. If'there are no changes in the figures, click on the Add button to add the Work Plan.

6. Click on Submit Request to finally submit for Approval.

Wote.‘ When “submit request” is clicked you cannot make any changes to the activity again.
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How to update activity to be implemented

1. Select the Requisition ID by clicking on the finder &l
2. The Details of the Budget appears.

3. Make the necessary corrections and click on update to effect it.
How to Print Implementation Report

1. Click on Budget Implementation Report to open the form.
2. On the opened form, select the Budget Year and the Report name.
3. Click on the Print button to preview and print.

CONSOLIDATED REPORTS

Introduction

The PBMIS helps consolidate reports at District, Regional and National Levels.
To Print a Consolidated Report, click on the level of Report as depicted in the

image below:

—
IEI Consolidate Reports A

—
E District Reports
.
E Regional Reports

e

E Mational Report
| =43

|_ Repaort Builder

District Reports
1. Click on District Reports to open the District Reports Form.

2. Select the District, Report Name, and Budget Year.
3. Click on the Print button to print the report.
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Regional Reports
1. Click on Regional Reports.

2. On the Form that opens, select the Region, Report Name, and Budget Year.
3. Click on the Print button to print the report.
National Report

1. Click on National Reports.

2. On the Form that opens, select Report Name and Budget Year.
3. Click on the Print button to print the report.

Report Builder

Use the Report Builder to design Customized Dashboard and Analytical Reports.
Below is the interface of the Report Builder Form and its parts definitions:

| = ¥ & e @ @EBEE R OO W P @ e AR

€5 G5 (3 Parameters
g v S T
ew Open Save SaveAs Pivat Grid Chart  Scatter Pies. Gauges Cards Treemap Choropleth GeoPoint Range Filter Images TextBox Group Title Currency Edit Colors

- - Crart Map  Maps+  Flter Eementz- -

Dashboard

) accountid
8] Accountriame
%] bmccode
F55] Bmatiame

fome o Cata | Design »
= n — & ) == ] 3 e) gen s & I - e & ConvertTo - B8 Tite 3 Parameters
| i oee - ! gl % @ & EB E i'/ W j Images B 9 E coment : Tt [3 Parameters
H save e ~ i [A] TextBox - & curency | (D Automatic Updates
of Gid Chart Scater Pes Gauges Cards Treemop Choropieth GeoPont Range  Filter : upicate  Delete
He Gid  Chat Scatter Fes G Cards T Chocopleth  Gen Pont Ran i Oupicate  Dele
By save s Chart Map Maps - Fiter Bements - Ui Grow ¥ il Ecit Colors
DATA ITEMS 7
sl Dashboard [is}
Data Source 1 < Values
Query =
Val Pies 1 (is]H
Query
2k o s —
@ Arqument
) accountid
E) accon -
78] Accountname
78] bmccode fieles
FiE] Bmetiame 6
] e HIDOEN DATA ITEMS
Dimersors
Dmensior
Measures
Mesaure
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1. File
2. History
3. Insert

4. Dashboard
5. Data Source
6

. Data Items
Building A Dashboard or Analytical Report

1. Click on Report Builder under Consolidated Reports

2. The Report Builder Form opens

3. Under the Insert menu, click on any of the icons depending on the kind of report you
want to build

4. Drag the fields you want to analyze from the “Data Source” section to the “Data Items”

section.
Printing BoD, Coverage and Budget Report

1. Click on the PBMIS DHIMS 2 Designer

2. The Report Builder Form Opens

3. Under the Insert menu, click on any of the icons depending on the kind of report you
want to build.

4. Drag the fields you want to analyze from the “Data Source” section to the “Data Items”

section.
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