
Requisition Consultant or Individual Contractor Services

CREATE CERTIFY Approve and Issue Contract Payment
TR

.0
2

B
an

k 
Si

gn
at

or
y

TR
.0

3 
C

as
hi

er
S
A

.0
7
a

S
A

 A
p
p
ro

ve
r 

(S
ho

p
p
in

g 
C

ar
ts

 G
/S

, 
C

/I
cs

, 
L
V

A
)

S
A

.0
1b

R
eq

ui
si

ti
on

er
 (

H
R

 S
ho

p
p
in

g 
C

ar
ts

)
FA

.0
2

FA
 U

se
r (

A
P)

S
A

.0
4

H
um

an
 R

es
ou

rc
es

 P
ar

tn
er

1. Create Requisition –
Attach ToR

Enter Payment Installments
Attach other supporting docs

Approve (Certify) 
Shopping Cart

Certifier DoA is required

System does an automatic 
Account Availability Check (AVC)

Filter Work 
Overview

Review Shopping 
Cart

Simultaneous Funds Pre-Commitment in FM
Print Contract

Create and Approve 
Contract

Umoja Nairobi (KS) – v4 14.05.15

Create a Service Entry Sheet
(attach evaluation form/

deliverable)
(if C/IC is paid on a time basis 
then send attendance offline to 

HR Partner

Approve the 
Service Entry 

Sheet

Complete INSPIRA process
 Requisitioner reviews and 
includes name and index in 
shopping cart (if new C/IC 
then request HR Partner to 

create new profile

Using Global Index # 
Requestor role 

Create C/IC as a Non Staff 
(Obtain the Index Number 
from Allperson database 

HR Partner role - Enter the 
Consultant/IC/BP Profile 
(using info from INSPIRA 

profile)

Manager of Consultant/
IC should sign off on 

evaluation/attendance 
sheet (outside Umoja)

Simultaneous Funds Commitment in FM

C/IC Bank details to be 
provided offline to Treasury

If C/IC is NEW

Create Evaluated 
Receipt Settlement 

(dummy invoice)

Generate Payment 
Release List

Filter FPRL List and 
Review

T-code F110

Review, Approve and 
Release

EFT

Cheque 
Printed


