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Offline Voucher Posting  
 

 

 

 

 



 

3. VOUCHER POSTING  
First the User has to Log in to the Finance System, 

 

1. Select Payments section of the Finance System 

2. Then Select the Payment Voucher Offline Function in the 

System.  

3. Then Select the Post option 

 

 

 

 



4. Select Post Date and Make sure that the Post Bank Account is set to the Correct Bank Account. Next 

Voucher Number and Next Cheque Number are Generated Automatically but the User can change the 

Voucher Number according to their Voucher Serial. In order to change the Cheque Number user can 

select the “Change Next Cheque Number Option”. But “Changing Voucher Number and Cheque Number 

is not Advisable and do it only in Extreme Situations”. 

5. Then Select the Vouchers that are needed POST from the detailed Grid in the below of the Interface 

as shown above image. Before posting make sure the vouchers that are needed to POST are Correct and 

there are no issues with those vouchers. 

 

 

 

 



 

 

6. Select the Voucher to check the Content of the Voucher and make sure above highlighted details are 

correct before Posting. 

 

 

 

7. Also check the Payments Details of the Selected Voucher, Make sure to check Programme, Ledger 

Account, Amount of the Voucher before Posting. 

 

 

 

 



4. OFFLINE VOUCHER REPORTS  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. First go to the Reports section in the TFMS system and Click on the Financial Reports Section as shown 

in the First Image. 

2. Secondly Select Transaction Reports and then select Payments: Payment Vouchers – Offline to get the 

Offline Voucher Report. 

 

 

 

 

 

 

 



3. As shown in the Image above user can select the sector (if sectors or sections available in their 

organization). Also users have options to Select a Department (or Programme) or ignore it as shown in 

the “ii” point. 

Users can Select a Voucher types of the Voucher (Internal or External) and this is mandatory. Also can 

select a specific bank account or can select all bank accounts as shown in Point “iv”.  In order to view the 

report user need to select a Date range from the provided Calendar and after that user can View the 

report. 

 



5. ONLINE VOUCHER REPORTS  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. First the User need to go to the Reports section in the TFMS system as shown in the Offline Reports 

function. Then user need to go to the Transaction reports and then go to the Payments Vouchers 

section not the Payment Vouchers-Offline Section 

 

 

 

 

 



 

2. After Selecting the Payment Vouchers As shown in the First images users will get the Second interface 

as shown in the Second image. Users need to Select or ignore features in this interface as shown in the 

Roman Numerical number “I to Vii”.  Specifically users need to select option that are marked with a red 

circle in the image above except for the “Amount Range” which is not mandatory and also for LGA 

sector organizations E-transfers options are not needed. 

 


