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1. Setting Up 

1.1. User Privilege Grouping 

On the Menu, go to System  User then click [User Group]. This is where you 

create and manage user groups and their privileges (see Picture 1 below). You can 

edit existing groups by clicking the [Edit] button in the Action column of the 

Department list. 

 

Picture 1 
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Entry fields on create/edit mode (entry fields with asterisk (*) are mandatory): 

 Group Name*  : Input group designation here  

 Description  : Input a short description about the group here 

 Privilege tab  : Set privileges for the group by clicking the checkboxes to  

checkmark them. If you click a module in the Module 

column, all checkboxes in that row will be checked-

marked. You can do a more detailed setting by check-

marking the boxes one by one. 

Click the [Save] button to save your changes.  

1.2. Department 

On the Menu, go to Setup then click [Department]. This is where you set up 

department designations or codes for reporting purposes. See Picture 2 below. To create 

a new department, fill the Insert Department form. You can edit your work later by 

clicking the [Edit] button in the Action column of the Department list. 

 

Picture 2 

 

 

Entry fields on insert/edit mode (entry fields with asterisk (*) are mandatory): 

 Code*  : Enter department code here 

 Department* : Enter department name here  

 Active*  : Select “Yes” to activate the code 

Click the [Save] button to save your work. 
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1.3. Employees 

On the Menu, go to Administration then click [Employee]. This is where you give 

certain employees access to the budgeting modules. Click the name of the employee you 

want to authorize on the New Employee list (see Picture 3) and the Edit Employee form 

will appear.  

Picture 3 

 

 

See Picture 4 below. Right under the general information section, you can find a section 

titled Department (For Budgeting Purpose) with checkboxes representing 

departments. Check the Finance checkbox then click the [Save] button at the end of the 

form. The employee can now use the budgeting modules. 

 

Picture 4 
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2. Master Data 

Before you can create your Budget Beginning Balance for your initial budgeting, you need 

to setup some master data. The following are instructions regarding those data. 

2.1. Chart of Account 

On the Menu, go to Budget  Admin  Master then click [Chart of Account]. This is 

where you set up the Chart of Account (COA). See Picture 5 below. To create a new COA, 

fill the Insert Chart of Account form. You can edit your work later by clicking the [Edit] 

button in the Action column of the Chart of Account list.  

 

Picture 5 

 

 

Entry fields on insert/edit mode (entry fields with asterisk (*) are mandatory): 

 Expense Type* : Select “Capex” for Capital Expense or “Opex” for Operational  

Expense  

 COA*  : Enter COA here 

 Short Description*: Enter a short description of the COA here 

 Description : Enter a longer description here if necessary 

 Active*  : Select “Yes” to activate this COA 

Click the [Save] button to save your work.   
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2.2. Business Unit 

On the Menu, go to Budget  Admin  Master then click [Business Unit]. This is 

where you set up your business unit designations. See Picture 6 below. To create a new 

business unit, fill the Insert Business Unit form. You can edit your work later by clicking 

the [Edit] button in the Action column of the Business Unit list. 

 

Picture 6 

 

 

 Entry fields on insert/edit mode (entry fields with asterisk (*) are mandatory): 

 Group*  : Select a group in the combo box 

 Business Unit* : Enter the department’s business unit designation number here 

 Active*  : Select “Yes” to activate the business unit designation number 

Click the [Save] button to save your work. 

2.3. Budget Group 

On the Menu, go to Budget  Admin  Master then click [Budget Group]. This is 

where you set up groups for your budgeting. See Picture 7 on the next page. To create a 

new group, fill the Insert Budget Group form. You can edit your work later by clicking the 

[Edit] button in the Action column of the Budget Group list. 

 

Entry fields on insert/edit mode (entry fields with asterisk (*) are mandatory): 

 Budget Group* : Enter group name here 

 Active*  : Select “Yes” to activate group 

Click the [Save] button to save your work. 
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Picture 7 

 

 

2.4. COA Group 

On the Menu, go to Budget  Admin  Master then click [COA Group]. This is where 

you correlate your COAs with your Budget Groups. To create a new COA Group, fill the 

Insert COA Group form. You can edit your work later by clicking the [Edit] button in the 

Action column of the COA Group list. 

 

Entry fields on insert/edit mode (entry fields with asterisk (*) are mandatory): 

 Budget Group* : Select a group in the combo box 

 Category*  : Select the category for this COA Group 

 COA*  : Select a COA in the combo box 

 Active*  : Select “Yes” to activate this COA Group 

Click the [Save] button to save your work. 

 

See Picture 8 on the next page for a better understanding of this module. 
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Picture 8 
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3. Budget Beginning Balance 

On the Menu, go to Budget  Admin then click [Beg. Balance]. See Picture 9 below. 

To create a new Budget Beginning Balance, fill the Insert Budget Beginning Balance form. 

You can edit your work later by clicking the [Edit] button in the Action column of the 

Budget Beginning Balance list.   

 

Picture 9 

 

 

 Entry fields on insert/edit mode (entry fields with asterisk (*) are mandatory): 

 Year*   : Select the academic year 

 Department*  : Select a department in the combo box 

 COA*   : Select a COA in the combo box 

 BU*   : Select a business unit in the combo box 

 Description*  : Enter a short description here 

 Approved*  : Enter the total number of the approved budget 

 Freeze (%)*  : Enter the percentage of the budget that will be considered  

frozen (unavailable for use) 

 Budget Available for Use : Generated automatically by the system 

Click the [Save] button to save your work. 

 

Note: When entering the total number of your approved budget, do NOT separate the 

zeroes. In the case where you need to separate a decimal, use a period (.) instead of a 

comma (,). 

 

If you want to input Budget Beginning Balance on your own computer, download the form 

by clicking the [Download Excel Budget Beginning Balance Sheet] button. The form 
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is in .xls format and you can open it using the Microsoft Excel™ program (see Picture 10). 

Please note that this is the bulk data of your Budget Beginning Balance.  

 

Note: If you need to insert more rows into the sheet, please take care not to insert a row 

on or under the EOF row. 

 

Picture 10 

 

 

To upload your work back to SPASY, click the [Upload Excel Budget Beginning 

Balance Sheet] button and the upload form will appear. Click [Browse] to search for 

the form in your computer. After selecting the form you want to upload, click [Upload]. 

 

Note: Do NOT upload the same file more than once. If you need to make corrections, 

repeat the steps to download the form and you will have the filled version of the form 

that you’ve uploaded earlier. After making your corrections, upload the form using the 

same steps described above. 
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4. Transactions, Adjustments and Transfers 

4.1. Budget Transaction 

On the Menu, go to Budget  Admin then click [Transaction]. This is where you 

approve budget transactions submitted by different departments. You can see the 

approval and payment status in the Approved and Paid columns of the Budget 

Transaction list. To approve a transaction and/or update its payment status, click the 

[Edit] button in the Action column and the Edit Budget Transaction form will appear for 

you to process (see Picture 11). 

 

Picture 11 

 

 

Entry fields on edit mode (entry fields with asterisk (*) are mandatory): 

 Reference   : Already filled; not editable 

 Year*   : Already selected; editable if necessary 

 Department*  : Already selected; editable if necessary 

 Budget Code*  : Already selected; editable if necessary 

 Short Description  : Already filled; editable if necessary 

 Description  : Already filled; editable if necessary 

 Transaction Detail* : Already filled; editable if necessary 
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 Amount to be Used : Already filled; not editable 

 Payment Term*  : Select a term of payment for the transaction 

 Approved   : Select “Yes” to approve the transaction. This action will  

enable the next combo box. 

 Paid   : Select “Yes” if the transaction had taken place, otherwise  

select “No”  

Click the [Save] button to save your work. 

4.2. Transaction Adjustment 

On the Menu, go to Budget  Admin then click [Adjustment]. This is where you input 

adjustments or returns. To approve an adjustment, click the [Edit] button in the Action 

column and select “Yes” in the Approved combo box (see Picture 12 below). Note that you 

can change the amount of money to be transferred. If necessary, you can input a return 

yourself and approve it instantaneously by using the Insert Budget Transfer form. 

 

Picture 12 

 

 

 Entry fields on insert/edit mode (entry fields with asterisk (*) are mandatory): 

 Reference Number* : Click [Find Reference Number] and a lookup window  

will appear. Click [Select] in the Action column of the list 

to input a transaction. Transaction details will be filled 

automatically and they are not editable.  

Note: You can only process “Paid” transactions 

 Description*  : Enter a short description of the adjustment here 

 Amount*   : Enter amount of return/adjustment here 
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 Approved   : Select “Yes” to approve the return 

Click the [Save] button to save your work. 

 

Note: When modifying the Amount Adjustment/Return* entry, do NOT separate the 

zeroes. In the case where you need to separate a decimal, use a period (.) instead of a 

comma (,). 

4.3. Budget Transfer 

On the Menu, go to Budget  Admin then click [Transfer]. This is where you approve 

budget transfers submitted by different departments. See Picture 12 below. You can see 

the approval status of a transfer in the Approved column of the Budget Transfer list. To 

approve a transfer, click the [Edit] button in the Action column and select “Yes” in the 

Approved combo box.  

 

Note: An operational expense (opex) budget can be transferred anywhere, whereas a 

capital expense (capex) budget can only be transferred to another capex budget. 

 

Picture 13 

 

 

 Entry fields on edit mode (entry fields with asterisk (*) are mandatory): 

 Year*   : Already selected; editable if necessary 

 Group Type*  : Already selected; editable if necessary 

 Department From* : Already selected; editable if necessary 

 Budget From*  : Already selected; editable if necessary 
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 Remaining Budget From : Generated by system        Available: Generated by system 

 Budget To*  : Already selected; editable if necessary 

 Remaining Budget To : Generated by system        Available: Generated by system 

 Amount*   : Already filled; editable if necessary 

 Approved   : Select “Yes” to approve the transfer 

Click the [Save] button to save your work. 

 

Note: When modifying the Amount* entry, do NOT separate the zeroes. In the case 

where you need to separate a decimal, use a period (.) instead of a comma (,). 

4.4. History 

History modules enable you to check for updates on transaction status (paid or not paid), 

as well as review all your budgeting history. 

 

On the Menu, go to Budget  Admin  History then click [Adjustment History]. 

Here you can see budget adjustment history. Click the [View] button in the Action 

column of the list to get a more detailed view (see Picture 14).  

 

Picture 14 
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On the Menu, go to Budget  Admin  History then click [Transaction History]. 

Here you can see budget transaction history. Click the [View] button in the Action 

column of the list to get a more detailed view (see Picture 15 below). 

 

Picture 15 

 

 

On the Menu, go to Budget  Admin  History then click [Transfer History]. Here 

you can see budget transfer history. Click the [View] button in the Action column of the 

list to get a more detailed view (see Picture 16 on the next page). 
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Picture 16 

 

 



 

17 

 

 

5. Budget Report 

SPASY can generate reports for you based on several parameters in editable .xls format. 

For example, Picture 17 below is the summary report per department for June 2013. The 

following are instructions on how to download these reports.  

 

Picture 17 

 

 

On the Menu, go to Budget  Report then click [Summary Report]. Here you can 

download summary report per big account (see Picture 18). Select an academic year in 

the combo box then click [View Excel Format] to download the generated report.  

 

Picture 18 

 

   

On the Menu, go to Budget  Report then click [Approved Op. Budget]. Here you 

can download the report for approved operational budget (original budget). Select an 

academic year in the combo box then click [View Excel Format] to download the 

generated report.  

 

On the Menu, go to Budget  Report then click [Operational Budget]. Here you can 

download the report for the latest (current) state of your operational budget. Select an 

academic year in the combo box then click [View Excel Format] to download the 

generated report.  
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On the Menu, go to Budget  Report then click [Sum. Report per Dept.]. Here you 

can download the monthly summary report per department. See Picture 19 below. Select 

the academic year and the month you want in the combo boxes then click [View Excel 

Format] to download the generated report.  

 

Picture 19 
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6. Technical Support 

Feel free to contact us for any question and troubleshooting. 

 

LIMABIT 

Jl. Cililin No. 11 

Kebayoran Baru 

Jakarta Selatan 

Indonesia 12170 

 

 

Phone/Fax: +62217211226 

E-Mail: info@limabit.com 

http://www.limabit.com 
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