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ADMINISTRATION  

Administration is one of the modules of this application about management of budget and finances, 

where in order to access this module users should enter their login data, as:  

 Username: at this field user should write username, in this case  

 Password: at this field user should write password which will give access to this module  

 Keep me logged in: if the check box is checked, then browser will keep in mind data 

entered above, username and password. ENTER button will give access to this module. 

 
Figure 1: Accessing Administration module 

In case user has forgotten the password and want to reset it, this is possible clicking at the link 

with name “Forget password” above the ENTER button. Then user has to follow the instructions 

and steps in order to reset the password. 

The administration module has some menus and submenus, see in the following figure: 



 USER MANUAL MANAGEMENT OF BUDGET AND FINANCES V.1.0  

  

     
 5   

    

 
Figure 2: Administration menu 

 

GROUPS  
After we choose the option Group will open a form with a list with all registered groups where you 

can edit or modify data of registered Groups and also registering new groups, shown as in 

following figure. 
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                      Figure 3: List of registered Groups 

If we click this button  which is for modification will open a form where you can 

change the data of Description and then you press SAVE button in order to save the edited data. 

In case when you want to make as a main group you have to choose the check box “Main group”. 

 

 
Figure 4: Modification of data 
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In order to register a new group you have to click Register button and then will open a form like 

this: 

 

Figure 5: Registration of new group 

This form has only one text box 

 Description – here you should write description (name) of the new group which you want 

to register.  

After filling up the data in the description, by clicking in the SAVE button the data will be saved 

in database. 

 

FORMS  

In the following figure we have posted a view of form FORMS where after clicking Search button 

will be shown some records that actually are in database with data, as shown in the figure:  
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Figure 6: List with the data at Forms module 

As it is shown in the above figure, at each row there is a  button where you can edit data 

and  button where you can delete entire row with data. 

After clicking at button a new form will be opened as shown in the following picture 

and you can edit data:  
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Figure 7: Modification of data in FORMS module 

If you want to register a new form you should click Register button and then will be opened a 

new page as shown in the following figure, where you should enter data as:  

• Form –  name of the form 

• Description – description of the form   

• Fields – fields which contain form, 

and then you have to press Save button in order to save data in database.  

 

Figure 8: Registration of new FORM 
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AUTHORIZATIONS  

With the help of this form you can give authorizations to the groups of the application, you can 

choose by group and form and then give authorizations, see below figure.  

 
Figure 9: Authorizations 

After we choose one of the options automatically will open a list with data, the data that are seen 

in the list are registered in both of the forms in Forms and in Groups as it shown in the following 

figure.  
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Figure 10: List with data according to Group 

 

There are some options for authorizations as None, Read, Read Write, Read Print and Read 

Write Print, we can change selected authorization by clicking  button to edit data. 
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Figure 11: Modification of data in authorization module 

At the dropdown list Authorization you can choose what right do you want to give selected group 

and form, from the Field dropdown list you can choose field, Enabled field you can choose 

whether to be active or inactive, from Visibility you can choose whether to be visible or invisible 

to users, at the end you click Save to save data and it will show in the list that data changed, but 

before continuing to the next step of course you can cancel the action by clicking in  button 

which is at each row of the table, and in the end you click END to finish the process. 

 

USERS  

Using this form you can add new users by clicking in the Register button, also you can see the list 

of all registered users in the table by clicking in the Search button, or for editing data you can click 

in button which is at each row of table. The list of registered users is shown in the 

following figure: 
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Figure 12:  List of already registered users 

If we click at  will open a new page as shown in the following figure:  
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Figure 13: Modification of data at users’ module 

After finishing data modification you should click at Save button in order to save data in database. 

By clicking in the button Register you can add new users to the database, where will open a new 

page to enter data as shown in the figure following and at the end you click Save button to save 

data.  
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Figure 14: New user registration form 

  

LANGUAGES  

Using this form you can add languages by clicking at the button Register, also you can see the list 

of all already registered languages by clicking at the Search button.  
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Figure 15: List of languages already registered 

 

In order to search for a language which is already registered you can do it by writing down the 

name of the language or by writing some letters of the language name and then you press Search, 

you will see a list like in the following figure, e.x.: shqip:  

 
Figure 16: Searching language by name 

From the figure you can see that you can edit data by clicking at the button  or by 

changing the language by clicking the button in order to register in different language 
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like Albanian, Serbian or English, which means one language can be registered in three different 

languages. After clicking at edit button a new page opens as in following figure:  

 
Figure 17: Modification of data at language’s module 

After you finish editing data you should press Save button in order to save the data in the 

database, or you can click Cancel button to cancel the action. 

For new language registration you should click a button with name Register, and then a new 

page will open as in the following figure: 

 
Figure 18: New language registration page 
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FACULTIES  

Using this page you can add Faculties in the application, you can also see the list of all already 

registered Faculties, or you can edit the data of the Faculties, as shown in the following figure:  

 
Figure 19: List of registered Faculties 

From the above figure we can search the faculty by writing the name also registering new faculty 

by clicking in the button Register. 

In order to search the specific faculty with the name, you should write the name in the text box 

Search: with the name of faculty we want to search and then press Search button, ex: Fakulteti 

Filozofik (see following figure):  

 

Figure 20: Searching faculty by name 

From the list we can see that it is available also to modify the faculty data entered before, this is 

possible by pressing , whereas is used to register the faculty in a different 
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language where we have already registered three different languages as Albanian, Serbian and 

English, so one faculty can be registered in three different languages. 

After you click  for data modification a new form will open, see following figure: 

 

Figure 21: Modification of data for faculty 

After you finish editing data you should press Save button in order to save new entered data in 

database, whereas Cancel button is used to cancel the action without saving data. 

For registration of new data you should press Register button and a form like in the following 

figure will open. 
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Figure 22: Registration of new faculty 

First you should fill the following fields: 

• Language –  choose from the dropdown list of languages 

• Municipality –  choose from the dropdown list of municipality  

• Faculty code – write the faculty code 

• Name – write faculty name  

• Abbreviations– write faculty abbreviation  

• Address – write faculty address  

• Telephone – write faculty telephone number   

• Fax – write faculty Fax number 

• E - mail – write email address of faculty  

• Web – write the web site of faculty.  

After filling up faculty data you should press Save button in order to save data to database, whereas 

Cancel button is used to cancel the action and go one step back.  

  

DEPARTMENTS  

Using this form you can register new departments to application, also you can see the list of already 

registered departments, see the following figure with a list of departments:  
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Figure 23: List of departments 

From the above figure we can search the departments by using Search button and also 

registering new department by clicking at the Register button. For searching a department you 

should write name at Search field: name of department which you want to see in the list, then 

press Search button, ex: Drejtimi Arsimor (see the following figure): 

  
Figure 24: Searching department by name 
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From the above figure you can modify data by clicking  button, also you can register 

in different languages by clicking button which you can register in three different 

languages Albanian, Serbian, and English, which means one department can be registered in 

three different languages.  

If you click in the Modify button a new form will open as in the following figure:  

 

Figure 25: Modification of data 

After you finish editing data you should press Save in order to save data to database, whereas for 

action cancelation you should press Cancel and you go one step back. For new department 

registration you should press Register button and a new form will open, as in the following 

figure:  
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Figure 26: New department registration 

First you have to fill following fields: 

• Language – choose language from dropdown list  

• Faculty – choose faculty from dropdown list  

• Parent Department – choose parent department from dropdown list  

• Department code– write department code  

• Department – write name of department  

• Abbreviation - write department abbreviation  

• Active –choose whether it is active or inactive.   

After you fill all the data in the above fields you press Save button in order to save data, whereas 

Cancel button if you want to cancel the action. 
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BANKS 

By using this form you can register new banks, also you can see the list of all registered banks, see 

the following figure:  

 
Figure 27: List of all registered banks 

From the above figure you can see that you can search by using text box and button Search, and 

registering new banks by using Register button.  

If you want to search for a bank by name, you go to text box Search: you write down the name of 

the bank you want to search and then click at Search button, ex: pcb (see the following figure).  
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Figure 28: Searching bank by name 

From the above figure we can see that we can modify data by using  button, also 

deleting the entire row by using  button where will delete data in database. 

If you click the modification button a new form will open, see the following figure: 

 
Figure 29: Modification of bank data 

After you edit the data you should press Save button in order to save data to database, whereas 

Cancel button is used to cancel the action and go one step back. 

For new bank registration you click Register button and a new form will open:  
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Figure 30: Registration of new banks 

After you finish entering data press Save button which will save the data whereas Cancel button 

will cancel the action and go one step back.  

  

  

EMPLOYERS  

Using this form you can register employers and also see the list of already registered employers, 

see the following list with registered employers:  

 
Figure 31: List of already registered employers 

From the figure we can see that we can search for employers by using text box and Search 

button. From the above list we can see at each row there is a  button which will help 

us to edit employers’ data. If you click this button a new form will open as in the following 

figure: 
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Figure 32: Modification of employers’ data 

After you finish modification of data, you should press Save button in order to save data, 

whereas Cancel button will cancel the action and go one step back.  

 

BUDGET AND FINANCES  

Budget and finances are main modules of this application where will be involved forms from 

Approvals of budget until Certifications. For those modules different group of users has access 

so each one has different access, in order to access those modules following data should be entered:  

• Username: write the username of user, in this case buxheti  

• Password: write the password of user in order to access modules  

• Keep in mind: if you check this checkbox username and password will be remembered by 

the browser.   

HYRJA button will give you access to this modules.  
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Figure 33: Budget and finances module access 

If you forget password you should click the link “Forgot password” and follow the reset 

instructions. 

 

 

BUDGET APPROVAL  

After you click at Approval button a list with approved budget will open where you can change 

or modify data, also registering a new budget, see the following figure: 

 
Figure 34: List of budget approval 

 

If you click  button which will help you changing data and then click Save button in 

order to save data.  
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Figure 35: Modification of budget data 

If you want to register a new budget Register, and then a new form will open:  

 

Figure 36: Registration of new budget approval 

Form contains following fields:  

• Year  - Choose from dropdown list  

• Academic unit – Choose faculty from dropdown list for which is budget dedicated  

• Economic category – Choose economic category from dropdown list  

• Economic subcategory – Choose economic subcategory from dropdown list which is 

related to economic category  

• Economic code – Choose economic code for chosen subcategory  

• Sum for approval – Write the amount of sum for approval related to economic code, 

academic unit and year.  
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Reports – Approval 

General report of approvals you can find after searching by Year and Faculty then you press 

Search and a list will be shown as in the following figure:  

 
Figure 37: List of approvals by year and faculty 

  

If you press  button a report will be generated as in the following figure:  

 

 
Figure 38: General report for approvals 
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The other report you can take by searching by Year, Faculty, Economic category also in the 

search fields you can search by Year, Academic Unit, Economic category and Economic code  

then you click Search button in order to fill up the table with data, see the following figure:  

 
Figure 39: List of approvals by year, faculty and economic category 

Then you click   button in order to show a report, as in the following figure:  

 

 
Figure 40: General approval report 

If you want to export the table list in excel file you should click  button.  

  

BUDGET ALLOCATIONS  

After you click option Allocations a new form with allocated budget will open where you can 

modify existing data or registering new budget allocation, as in the following figure: 
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Figure 41: List of allocated budget 

If you click  button for data modification a new form will open where you can edit data 

and then you should press Save in order to save to database.  

 
Figure 42: Modification of data in allocation module 

For new budget allocation you should click Register and then a new form will open, as in the 

following figure: 
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Figure 43: Registration of new budget allocation 

The form contains following fields: 

 

• Year -  choose year from dropdown list  

• Academic unit – choose faculty from dropdown list to whom the budget allocation is 

• Quarter -  choose quarter from dropdown list 

• Month – choose month from dropdown list, this field is mandatory  

• Economic category – choose economic category from dropdown list  

• Economic subcategory – choose economic subcategory from dropdown list which is 

related to chosen economic category  

• Economic code – choose economic code for chosen economic subcategory  

• Sum for allocation – write the amount for allocation for economic code, faculty and year 

which cannot be more than Approved sum 

• Approved sum – automatically will be shown the approved sum for chosen faculty, 

economic category and year.  

 

Reports - Allocations  

General report of allocation can be shown if you search by Year and you click Search button, a 

table will be filled up with data, see the following figure:  
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Figure 44: List of allocated budget by year 

 

If you click Report button, a new report will be shown as in the following figure:  

 

 
Figure 45: General report for allocation 

Quarter report of allocation can be shown if you choose Year and Quarter then you click 

Search button, where a table with data will be filled, see the following figure:  
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Figure 46: List of budget allocation by year and quarter 

Then you click Raporti in order to get the printable report, as in the following figure: 

  

 

 
Figure 47: Allocation report for quarter 

Allocation report by economic category can be generated by choosing Year, Economic 

category then you click Search button and a table with the data will be filled up, see the 

following figure:  
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Figure 48: List of allocation by year and economic category   

If you want to generate the report in a printable form, you just click Raporti button and then a 

report will be generated as in the following figure:  

 

 
Figure 49: Allocation report by economic category 
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COMMITMENT OF BUDGET  

If you click Commitment option a new form will open with the list of budget commitments where 

you can edit data or register a new commitment.  

 
Figure 50: List of already registered commitments 

If you click at the button  a new form for data modification will open, where after 

finishing data modification you should click Save button in order to save changes.  



 USER MANUAL MANAGEMENT OF BUDGET AND FINANCES V.1.0  

  

     
 38   

    

 
Figure 51: Data modification option 

If you want to register new commitment you should click at Register button, and a form will 

open as in the following figure:  

 
Figure 52: Registration of new commitment budget 
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The form contains following fields:  

• No. Request – choose from dropdown list the request by number which is always approved 

request. After you choose a list with data will be filled and at the end of list with red color 

will be shown sum of the request  

• Faculty – choose faculty from dropdown list to which is dedicated budget commitment  

• Number of commitment – write commitment number  

• Number of reference – write number of reference  

• Date of commitment – write date of commitment when the commitment happened  

• Project code – choose project code from dropdown list if related to capital projects  

• Sum for commitment – write sum for commitment  

• Economic category – choose economic category from dropdown list  

• Economic subcategory – choose economic subcategory related to chosen economic 

category  

• Economic code – choose economic code for chosen economic subcategory  

• Description of commitment – write the short description of commitment.  

You check the Commitment checkbox and check the Open procedure for commitment 

checkbox when you have not suppliers for suppling with one product or any service.  

At the end you should click Save button in order to save data in database, whereas Cancel button 

is used when you want to cancel the action and go one step back.  

 

Reports for commitment budget  

General report for commitment budget you can see if you search by year and click Search 

button where a table with data by year will be shown as in the following figure: 
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Figure 53: List of data by year 

  

If you want to show a printable report just click  and you will see the report as in the 

following figure:  

 

 
Figure 54: General report of commitment 

General report of commitment by faculty you can take if you choose from dropdown lists year, 

faculty and by date, where first you have to check the checkbox by date and then click Search  

button, the table will be filled with data by year, faculty and date, as in the following figure:  
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Figure 55: Searching data by year, faculty and date 

If you want to show a printable report, just click  button and the following report will be 

shown:  

 

 
Figure 56: General commitment report by faculty 

Report by number of commitment you can take if you choose from dropdown lists number of 

commitment, year, faculty and economic category, and then you click Search where the table 

with data will be shown as in the following figure: 
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Figure 57: List of data searched by year, faculty, economic category and commitment number 

If you want to see the printable report just click  button and the following report will be 

shown:  

 

 
Figure 58: Report based on number of commitment 

  

EXPENSE BUDGET  

After you click in the menu Expenses a list with expense budget will be shown where you can edit 

data, register new expense and report generating. 
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Figure 59: List of expenses 

If you click  button a new form will be opened where you can edit data, when you 

finish editing data just click Save button in order to save modified data.  

 
Figure 60: Modification of data 

If you want to register a new expense budget just click Register button and a new form will 

open, as in the following figure: 
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Figure 61: Registration of new expenses 

The form contains following fields:  

• Number of commitment – choose from dropdown list which can be spent completely or 

partially. After this a list with commitment will be shown and at the end the sum of 

commitment in red color 

• Faculty – choose faculty from dropdown list to whom is commitment 

• Coupon of expense -  write number of payment 

• Sum for payment – write sum for payment which should be payed 

• Remaining sum – automatically will be filled after you choose commitment, and anytime 

you make payment it will subtract from the remaining amount 

• Date of payment – write date of payment when it happened 

• Economic category – choose economic category from dropdown list  

• Economic subcategory – choose economic subcategory which is related with chosen 

economic category 

• Economic code – choose economic code for chosen economic subcategory  

• Supplier – choose supplier from dropdown list 

• Bank – choose bank of supplier where the account is 

• Account number – write the account number of supplier at chosen bank 

• Number of bill – write number of bill  

• Description of payment – write short description of payment  

• Last payment – if you check this checkbox the commitment will be closed and if you have 

excess of money they will be returned to allocation. 

 

At the end you click ADD… button in order to save data in database, or if you want to finish action 

click EXECUTE… button.   
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Reports of expenses 

General report for payments you can take if you choose the Year and then you click the Search 

button, where the table will be filled with the data by year and then you can press Report button 

to show the report as in the following figure:  

 

 
Figure 62: General report of payments 

Report of payments based on faculty and year you can take if you choose from the dropdown list 

Year and Faculty and then you should click Search button, the table will be filled the data 

searched as in the following figure:  

 
Figure 63: List of expenses by year and faculty 

If you want to print the report click in the Report button and then you will get a report as in the 

following figure:  
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Figure 64: Report of payment by year and faculty 

Report of payment by economic category you can take if you choose Year and Economic 

category and then you click Search button, a table with searched criteria will be filled as in the 

following table: 

 
Figure 65: List of expenses by year and economic category 

If you want to print a report just click Report button and you will get a report as in the following 

figure: 
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Figure 66: Report of payments for economic category 

Report of payment based on number of commitment you can take if you search by number of 

commitment and then you click Search button, a table with searched criteria will be filled as in 

the following figure: 

 
  

Figure 67: List of expenses by number of commitment 

If you want to print the report, you should click Report button and you will get a report as in the 

following figure:  
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Figure 68: Report of payments by number of commitment 

Report of payments by supplier you can take if you choose supplier and you click at Search 

button, a table with searched criteria will be showed as in the following figure: 

 
Figure 69: List of expenses by supplier 

If you want to print the report, you should click Report button and you will get a report as in the 

following figure:  
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Figure 70: Report of payments by supplier 

If you want to search for an interval date you will write the from date until what date and click 

button Search where you can get the list. Also you can search by number of bill, sum of 

payment, economic category, and number of payment, number of commitment and with 

abbreviation of faculty to all kind of reports. 

  

  

CERTIFICATION OF PAYMENTS  

After you choose Certifications menu a new form will open with all already registered 

certifications where you can modify data or register a new certification, as in the following figure: 

 
Figure 71: List of already registered certification 

 If you click  button a new form will open where you can edit data and after finishing 

you should click Save button in order to save data. 
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Figure 72: Modification of data 

For new certification button you should click Register button and a new form will open, as in the 

following figure:  
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Figure 73: Registration of new certification  

Coupon of expense – from the dropdown list you choose coupon of expense and automatically 

other fields will be filled up except Certification, Paid, and dates of certification and date of 

payment.  

Certification officer will control all the fields if they are correct and at the end will check two boxes 

Certification, Paid, and will write Date of certification and Paid date. 

After finishing all the data you click Save in order to save data in database. If you wish to cancel 

the current action just press Cancel button and you go one step back.  

 

Reports of certification  

General report of certification you can take if you choose from dropdown list Year and you click 

in the Search button, where a table with searched criteria will be filled with data, as in the 

following figure:  
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Figure 74: List of certifications by year 

If you want to print the report, you should click  button and you will get a report as in 

the following figure:  

 

 
Figure 75: General report of certification 

If you want to take a report based on Faculty you need to choose the faculty from the dropdown 

list and then just click Search button, a table with searched criteria will be filled as in the 

following figure:  
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Figure 76: List of certifications by year and faculty 

If you want to print the report, you should click  button and you will get a report as in 

the following figure:  

 

 

 
Figure 77: Report of certification by faculty and year 

Report of certification by number of commitment you can take by choosing the number of 

commitment and click in the Search button, where a table with data will be filled up as in the 

following table: 
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Figure 78: List of certification by number of commitment 

 

If you want to print the report, you should click  button and you will get a report as in 

the following figure:  

 

 
Figure 79: Report of certification by number of commitment 

 

Report of certification by coupon expense can be generated if you choose from the dropdown list 

in the coupon of expense and then you just click Search button, where a table with data will be 

filled up by number of expense, as in the following figure: 

  



 USER MANUAL MANAGEMENT OF BUDGET AND FINANCES V.1.0  

  

     
 55   

    

 

Figure 80: Report of certification by coupon of expense 

 

Report of certification by economic category can be generated if you choose from the dropdown 

list year and economic category then you just click Search button where a table with searched 

criteria will be filled up as in the following figure:  

 
Figure 81: List of certification by year and economic category 

If you want to print the report, you should click  button and you will get a report as in 

the following figure:  

 



 USER MANUAL MANAGEMENT OF BUDGET AND FINANCES V.1.0  

  

     
 56   

    

 
Figure 82: Report of certification by economic category 

 

  

  

SEARCHINGS (REPORTS) 

If you click Search menu, a new form will open, see the following figure:  

 
Figure 83: Searching form (reports)  

The form contains following fields:  

• Year: choose year from dropdown list 

• Faculty – choose faculty from dropdown list for which you want to generate report  

• Type of search: contains two types of reports: 

o By date – where you can search reports for a period of time by choosing dates 
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o By category – where you can filter reports by category, subcategory and economic 

code.  

  

  

SUPPLIERS   

Using this form you can register new supplier or you can modify data of already registered 

suppliers, as in the following figure:  

 
Figure 84: List of already registered suppliers 

From the above figure we can see that we can search by using Search button, or registering new 

supplier by using Register button. 

If you want to search a supplier by name, you need to go to textbox Search: write the name of 

the supplier and then click Search button, ex: alba, as in the following figure:  

 
Figure 85: Searching suppliers by name 

At each row there is a button  where you can modify suppliers’ data, as in the following 

figure:  
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Figure 86: Modification of data 

 

You can also delete the entire row by clicking Delete button. 

If you want to register a new supplier you should click Register button and a new form will open 

as in the following figure:  

 
Figure 87: Registration of new supplier 

 

The form contains following fields:  

• Supplier  – write the name of supplier  

• No. business – write business number  

• Manager – write the name of manager  

• No. VAT – write the number of VAT   

• No. Fiscal – write number of fiscal  

• State – choose the state from dropdown list  

• Municipality – choose municipality from dropdown list  
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• Address – write the address of supplier  

• Bank – choose the bank of supplier from dropdown list 

• Account number – write the account number of the supplier of the chosen bank 

• Telephone – write the telephone number  

• Swift Code – write the swift code of the bank  

• Tele Fax – write the fax number of supplier  

• Web – write the supplier web site  

• Email – write the supplier email address  

After you fill all the above data you should click Save button in order to save data in the database, 

whereas if you click Cancel button you will cancel the action and go one step back.  

  

SUPPLIER – BANK   

Using this form you can register banks of suppliers also you can see the list of already registered 

banks of suppliers, as in the following figure:  

 
Figure 88: List of the suppliers’ bank 

From the above figure we can see that you can search for a bank of supplier by using Search 

button or register new one by clicking in the Register button.  

If you want to search for a bank of supplier you use Search textbox, with the name of supplier 

and then you click Search button, ex: alba, as in the following figure: 

 

 

Figure 89: Searching bank of suppliers by supplier name 
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You can also modify data by clicking in the  button in each row of table, where a 

new form will open as in the following figure:  

 
Figure 90: Modification of data 

You can also delete the entire row by clicking in the button, where the data from the 

database will be deleted. 

If you want to register a new bank of supplier by clicking in the Register button, where a new 

form will open as in the following figure:  

 
Figure 91: Registration of new supplier 

 

The form contains the following fields:  

• Supplier – choose the supplier from dropdown list  
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• Bank – choose bank of supplier from dropdown list  

• Account number – write the account number of supplier  

After you finish entering all the data you should click Save button in order to save all the data in 

the database, or if you want to cancel the action click in the Cancel button and you go one step 

back.  

 ECONOMIC CATEGORY 

By this form is done the registration of economic category and also we can see the list of economic 

categories that are registered until now, ongoing is shown the list of economic categories that has 

been registered until now:  

 
Figure 92: List of economic categories 

 

From the figure we can see that we have the opportunity to search by the Search button and also 

the registration of a new category by the Register button. 

For searching an economic category initially we have to fill the field Search with the economic 

category which we want on the list and then we click on the Search button, e.g. mallra (look the 

figure below): 
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Figure 93: Searching an economic category 

 

Also in this form we can change or modify the existing data by the Edit  button which is 

used for modification, where after choosing this option the following form is going to be shown.  

 
Figure 94: Data modification 

Except the modification button on the list is located the language  button which is 

used for the registration of economic category on other language, we have three options of 

choosing the language: Albanian, Serbian, English, so an economic category can register on the 

three mentioned languages.  

Whereas registration of an economic category is done by the Register button where after clicking 

this button the following form is going to be shown.  
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Figure 95: Registration of an economic category 

 

Form is consisted by these fields: 

• Language – chose from drop down list  

• Economic code – write the economic code  

• Economic category – in this field we write the economic category that we want to register  

After filling these fields we click on the Save button for saving the written data while by the Cancel 

button we go one step backward, which means we go back on the start of the form.  

ECONOMIC SUBCATEGORY  

By this form is done the registration of economic subcategories and also we can see economic 

subcategories which has been registered until now, ongoing is shown the list with economic 

subcategories.  
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Figure 96: List of economic subcategories 

 

From the figure we can see that we have the opportunity of searching by the Search button and 

also registration of an economic subcategory by the Register button. 

For searching an economic subcategory initially we have to fill the field Search: with the economic 

subcategory that we want to have on the list and then we click on the Search button e.g. MALLRA 

DHE SHERBIME (look the figure below):  
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Figure 97: Searching subcategory by criteria  

  

Also in this form we can changer or modify the existing data by the Edit  button which is 

used for modification, where after choosing this button the following form is going to be shown.  
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Figure 98: Data modification 

Except the modification option on the list is located the language  button which is used 

to register economic subcategory in other language, we have three options of choosing the 

language Albanian, Serbian, and English, so an economic subcategory can be registered on three 

languages mentioned before.  

Whereas the registration of a new economic subcategory is done by the Register button where 

after clicking on this button the following form is going to be shown.  
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Figure 99: Registration of an economic subcategory 

  

Form is consisted by these fields:  

• Language – chose from drop down list  

• Economic category – chose from drop down list  

• Economic subcategory code -  write the code of economic subcategory  

• Economic subcategory – write the economic subcategory  

After filling these fields we click the Save button for saving the written data while by the Cancel 

button we go one step backward, which means we go back on the start of the form.  

ECONOMIC CODES 

In this form we can register economic codes and also we can see these economic codes which has 

been registered until now, ongoing is shown the list with economic codes.  
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Figure 100: List of economic codes 

 

From the figure we can see that we have the opportunity of searching by the Search button and 

also registration of an economic code by the Register button.  

For searching an economic code initially we have to fill the Search field: with the economic code 

that we want to have on the list and then we click the Search button which searches by the 

economic code and economic subcategory e.g. pagesat (look the figure below):  

 
Figure 101: Searching an economic code 

Also on this form we can change or modify the existing data by the Edit button which 

is used for modification, where after choosing this button the following form is going to be shown.  
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Figure 102: Data modification 

Except the modification option on the list is located the language  button which is used 

for the registration of economic code on other language, we have three options of choosing the 

language, Albanian, Serbian, and English, so an economic code can be registered in three 

mentioned languages and the delete  button which is used to delete the record. Whereas the 

registration of economic code is done by the Register button where after clicking this button the 

following form is going to be shown.  

 
Figure 103: Registration of economic code 
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Form is consisted by these fields:  

• Language – chose from the drop down list  

• Economic category – chose from drop down list  

• Economic subcategory -  chose from drop down list  

• Category code – write the category code  

• Description of code – write the description of code 

After filling these fields we click the Save button for saving the written data while by the Cancel 

button we go one step backward, which means we go back on the start of the form.  

PROJECT CODES  

By this form can be done the registration of project code and also we can see the project codes 

which has been registered until now, ongoing is shown the list with registered codes  

 
Figure 104: List of registered codes 

From the figure we can see that we have the opportunity to search by the Search  button and the 

registration of a new project code by the Register button. 

For searching a new project code initially we should fill the Search field: with the project code 

which we want to have on the list and then we click the Search button e.g. Kodi (look the figure 

below):  

 
Figure 105: Searching a project code 

 



 USER MANUAL MANAGEMENT OF BUDGET AND FINANCES V.1.0  

  

     
 71   

    

Also in this form we can changer or modify the existing data by the Edit  button which is 

used for the modification, where after choosing this option the following form is going to be 

shown:  

 
Figure 106: Data modification 

Except the modification button on the list is located the language  button which is used 

for the registration of a project code on the other language, we have three options of choosing the 

language, Albanian, Serbian, English, so a project code can be registered in the mentioned three 

languages and also the Delete button which is used for deleting the record. 

Whereas registration of a project code is done by the Register button where after clicking this 

button the following form is going to be shown.  
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Figure 107: Registration of a project code 

Form is consisted by these fields: 

• Language – chose from drop down list  

• Category code - Number – write the project code  

• Project code -Description – write the description of code  

After filling these fields we click the Save button for saving the written data while by the Cancel 

button we go on step backward, which means we go back on the start of the form.   

REQUEST MODULE 
  

REQUEST 

By this form can be don registration of requests, change of requests, generate reports and also you 

can see on the list registered requests until now, ongoing is shown the list with registered requests.  
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Figure 108: List of requests 

From the figure can be seen that we have the opportunity of search by the Search button and also 

registration of a new request by the Register button. 

Searching a request is done by the year, faculty, economic category which are filled by choosing 

the each dropdown list, and at the Search field we have the opportunity to search by the number 

of request, and then you click Search button and the table is going to be filled with the data by the 

searching, as much as possible you fill fields of searching, the searching is going to be more 

accurate (look the figure below):  

 
Figure 109: List of requests by the searching 

Also in this form we can change or modify the existing data by the Edit  button which 

is used for modification, where after choosing this button the following form is going to be shown.  
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Figure 110: Data modification 

 

Whereas registration of a new request is done by the Save button where after clicking this button 

the following form is going to be shown (look the figure below):  

 
Figure 111: Registration of request  



 USER MANUAL MANAGEMENT OF BUDGET AND FINANCES V.1.0  

  

     
 75   

    

After filling these fields we click the button Save for saving the written data while by the Cancel 

button we go one step backward, which it means we go back on the start of the form.  

REPORTS – REQUEST  
In this form we can generate two reports: 

We take general report of requests if we click the Report button (look the figure below):  

 

 
Figure 112: General report of request 

 

We generate the report for request if we click on the Report button which is located inside the 

table (look the figure bellow):  

 

 
 

Figure 113: Report of request 

  

REVIEW OF REQUEST  

By this form can be done the approval or the refuse of request and also generating the report of 

request, ongoing is shown the list with requests that are waiting to review (approve or refuse), 

(look the figure below):  
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Figure 114: List of requests 

 

From the figure we can see that we have the opportunity to approve the request by the Accept 

button or refusing the request by the Refuse button.  

After filling the field remark which is not necessary to fill we click the Save button for accepting 

the request, by the Cancel button we go on step backward, which means we go back on the start 

of the form and we see that these request that we approved is not located on the list of requests that 

are waiting to approve or refuse. 

For searching the requests that are approved we check the checkbox Approved and on the 

dropdown list No. Request we choose the number of request that have been approved and then we 

click on the Search button and after this procedure the table with that approved request is filled, 

look the figure below:  

 
Figure 115: Approved requests 

  

Whereas for searching the requests which are refused we check the checkbox Refused and on the 

drop down list No. Request we choose the number of request which is refused and then we click 

on the Search button and after this procedure the table with that refused request is filled, look the 

figure below: 
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Figure 116: Approved request 

 

For generating the report of request we click Report button look the figure bellow: 

 
Figure 117: Report of request 

 

  

ARTICLES 

By this form we can register the article and also we can see the articles which has been registered 

until now, ongoing is shown the list with articles:  
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Figure 118: List of articles 

From the figure we can see that we have the opportunity to search by the Search button and also 

registration of a new article by the Register button.  

For searching an article initially we have to fill the field Search e.g. usb (look the figure below):  

 
Figure 119: Searching an article 

Also in this form we can changer or modify the existing data, by the Edit  button which is 

used for modification, where after choosing this option the following form is going to be shown:  
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Figure 120: Data modification 

 

Except the modification button on the list is located the delete  button which is used for 

deleting the record.  

Whereas the registration of a new article is done by the Register button where after clicking this 

button the following form is going to be shown.  
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Figure 121: Registration of an article 

 

Form is consisted by these fields: 

• Faculty – chose from Faculty drop down list 

• Category – chose from Category drop down list  

• Unit – chose from Unit drop down list  

• Code – write the economic code  

• Asset – write the asset  

• Inventory – if the article that we register is inventory we check the check box Inventory. 

• Expendable material – if the article that we register is expendable material we check the 

check box Expendable material. 

  

After filling these fields we click the Save button for saving the written data while by the Cancel 

button we go one step backward, which means we go back on the start of the form.  

ASSET CATEGORY  

By this form we can register the asset category, also we can see the asset categories which has been 

registered until now, ongoing is shown the list with asset category.  
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Figure 122: List of asset categories 

 

From the figure we can see that we have the opportunity to search by the Search button and also 

registration of an asset category by the Register button.  

For searching an asset category initially we have to fill the field Search: with the article that we 

want to see on the list and then we click the Search button e.g. TI (look the figure below):  

 
Figure 123: Searching an asset category 

 

Also in this form we can change or modify the existing data by the Edit  button which is 

used for modification, where after choosing this option the following form is going to be shown:  
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Figure 124: Data modification 

Except the modification option on the list is located also the language  button which 

is used for the registration of the asset category on other language, we have three options of 

choosing the language Albanian, Serbian, and English, so an asset category can be registered on 

the three mentioned languages, also we have the Delete  button which is used for deleting 

the record.  

Whereas the registration of an asset category is done by the Register button where after clicking 

this button the following form is going to be shown.  

 
Figure 125: Registration of an asset category 

 

Form is consisted by these fields:  

• Language – chose from Language drop down list  
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• Asset category – write the asset category. 

After filling these fields we click the Save button for saving the written data while by the Cancel 

button we go one step backward, which means we go back on the start of the form.  

MEASUREMENT UNITS  

By this form we can register measurement units and also we can see the measurement units that 

are registered until now, ongoing is shown the list with measurement units:  

 
Figure 126: List of measurement units 

 

Form the figure we can see that we have the opportunity to search by the Search button and also 

the registration of a new measurement unit by the Register button.  

For searching a measurement unit initially we should fill the Search field: with the measurement 

unit that we want and then we click the Search button e.g. piece (look the figure below):  
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Figure 127: Searching a measurement unit 

 

Also in this form we can change or modify the existing data by the Edit  button which is 

used for modification, where after choosing this option the following form is going to be shown.  

 

 
Figure 128: Data modification 

Except the modification button on the list is located also the language  button which 

is used for the registration of the measurement units in other language, we have three options for 

choosing the language: Albanian, Serbian and English, so a measurement unit can be registered on 

the three languages mentioned before.  

Whereas registration of a measurement unit can be done by the Register button where after 

clicking this button the following form is going to be shown.  
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Figure 129: Registration of a measurement unit  

 

Form is consisted by these fields: 

• Language – chose from language drop down list  

• Unit – write the unit of asset  

After filling these fields we click the Save button for saving the written data while by the Cancel  

button we go one step backward, which means we go back on the start of the form.  

 Personnel Module  

  

Personnel 

By this form is possible the registration of personnel, and also we can see the personnel who is 

already registered, under way is shown the list of personnel: 
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Figure 130: List of personnel 

 

From the figure is shown that we have the possibility to search by the Search button and we can 

register new personnel by Register button.  

For searching a personnel, initially we have to fill the field Search, with the personnel that we 

want to see on the list and then we click on the Search button, e.g. Agim (look the figure below): 
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Figure 131: Searching a personnel by the name 

As well in this form we can change or modify the existing data, by the Edit button  which 

is used for editing, after choosing this option it will be shown the following form:  

 
Figure 132: The data modification 

While the registration of new personnel is done by the Register button where after clicking in this 

button it will be shown the following form.  
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Figure 133: Registration of new personnel 

 

After filling these fields we click on the Save button for saving the written data while by the Cancel 

button we go one backward step, which means we go on the start of the form.  

ADMINISTRATIVE CONTRACT 

By this form we can make the registration of administrative contracts also we can see actual 

administrative contracts which has been registered until now, ongoing we can see the list of 

administrative contracts: 

 
Figure 134: The list of administrative contracts 

From the figure is shown that we have the opportunity to search by the Search button, and we can 

register a new administrative contract by the Register button.  

Searching new administrative contract of any personnel is done by choosing from drop down list 

the Faculty and searching by the name, surname or the personal number in the Search field e.g. 

Astrit, Faculty of Electrical and Computer Engineering (look the figure below):  
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Figure 135: Searching the administrative contract for personnel 

 

Also in this form we can change or modify the existing data by the Modify  button which 

server for modification where after clicking in this option the following form will be shown.  

 
Figure 136: Data modification 

 

Whereas the registration of an administrative contract is done by the Register button where after 

clicking in this option the following form is going to be shown.  
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Figure 137: Registration of new administrative contract 

 

After filling these fields we click in the Save button for saving the written data while by the Cancel 

button we go one backward step, which means we go on the start of the form.  

REPORT OF ADMINISTRATIVE CONTRACT 

For generating the contract is enough just to click in the Contract button which is located on the 

table and we can take this report look at the following figure.  
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Figure 138: Regular contract of work (first part) 
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Figure 139: Regular contract of work (second part) 

 

 

  



 USER MANUAL MANAGEMENT OF BUDGET AND FINANCES V.1.0  

  

     
 93   

    

ACADEMIC CONTRACT 

By this form we can register academic contract and also we can see academic contract which has 

been registered until now, ongoing the list of academic contracts has been shown:  

 
Figure 140: List of academic contracts 

From the figure we can search by the Search button and we can register new academic contract 

by the Register button.  

Searching an academic contract of any personnel can be done by searching by name, surname or 

personal number in the Search field e.g. Suzana, Faculty of Mathematics – Natural sciences (look 

the below figure):  

 
Figure 141: Searching the academic contract 

 

Also in this form we can changer or modify the existing data by the Modify  button which is 

used for modification, where after choosing this option the following form is going to be shown:  
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Figure 142: Data modification 

 

 

Except the modification button on the list is also the delete  button which is used for 

deleting the record.  

Whereas the registration of new academic contract id done by clicking the Register button where 

after clicking on this button the following form is going to be shown.  
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Figure 143: Registration of academic contract 

 

After filling these fields we click the Save button for saving the written data while by the Cancel 

button we go one backward step, which means we get back on the start of the form.  

REPORTS – ACADEMIC CONTRACT  

We have three types of academic contracts, academic contract, regular academic contract, contract 

over academic norm and working contract with academic honorarium. 

For generating the academic contract is enough just to click on the Contract button which is 

located on the table and we take that type of contract which is for that personnel on that table row, 

we can see this on the table on the column type of contract, below are going to be shown three 

types of contracts: 
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Figure 144: First part of regular academic contract 
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Figure 145: Second part of regular academic contract 
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Figure 146: First part of contract of honorarium work 
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Figure 147: Second part of contract of honorarium work 
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Figure 148: First part of contract of working over norm 
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FUNCTIONS 

By this form we can register functions of officers and also we can see the functions which are 

registered until now, ongoing is the list of registered functions of officers.  

  

  

Figure 149: Second part of contract of working over norm 
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Figure 150: List of functions 

 

From the figure is shown that we have the opportunity of search by the Search button, and the 

registration of a function by the Register button.  

For searching a function initially we have to fill the Search field: e.g. Sekretar (look the figure 

below): 

 
Figure 151: Searching the function by the name  

Also in this form we can change or modify the existing data by the modify  button which is 

used for modification, where after choosing this button the following form will be shown: 
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Figure 152: Data modification 

 

Except the modification option on the list is located also the language  button which is 

used for the registration of economic code on other language, we have three options of choosing 

the language: Albanian, Serbian and English, so a function can be registered on three mentioned 

languages above.  

Whereas registration of new function is done by the Register button where after clicking this 

button the following form will be shown.  

 
Figure 153: Registration of new function 

 

Form is consisted by these fields:  

• Language – chose from drop down list  

• Function – write the function  

After filling these two fields we click the Save button for saving the written data while by Cancel 

button we go one step backward, which it means we go on the start of the form.  
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POSITIONS 

By this form we can register positions and also we can look the positions which has been registered 

before, ongoing is shown the list with registered positions.  

 
Figure 154: List of positions 

 

From figure we can see that we have the opportunity of searching by the Search button and also 

we can register a new position by the Save button.  

For searching a position initially we should fill Search field: e.g. Professor (look the figure below):  

 
Figure 155: Searching positions by the name  



 USER MANUAL MANAGEMENT OF BUDGET AND FINANCES V.1.0  

  

     
 105   

    

 

Also in this form we can change or modify the existing data, by the Edit button which is 

used for modification, where after choosing this option the following form is going to be shown: 

 
Figure 156: Data modification 

 

Except the Edit option in the list is located also the Language  button which is used for 

the registration of positions in other language, we have three options of choosing the language: 

Albanian, Serbian, ande English, so one position can be registered on the three mentioned 

languages. Also we have the Delete  button which is used for delete of the record. 

Whereas registration of a new position is done by the Register button where after clicking this 

button the following form is going to be shown.  
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Figure 157: Registration of a new position 

 

Form is consisted by these fields: 

• Language – chose from drop down list  

• Position – write position  

• Hours per week – write hours per week  

• Payment for position – write the payment for that position  

• Article – write article.  

After filling these fields we click on the Save button for saving the written data while by the Cancel 

button we go one step backward, which it means we go on the start of the form.  

QUALIFICATIONS 

By this form can be registered qualifications and also we can see the qualifications that has been 

registered before, ongoing is shown the list with registered qualifications. 
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Figure 158: List of qualifications 

From the figure we can see that we have the opportunity to search by the Search button and also 

registration of a new qualification by the Register button.  

For searching a qualification initially we have to fill the field Search: e.g. shkolla lart (look the 

figure below):  

 
Figure 159: Searching the qualifications by the name  

Also in this form we can change or modify the existing data by the Edit  button which is 

used for modification, where after choosing this button the following form is going to be shown:  
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Figure 160: Data modification 

Except the modification button on the list is located language  button which is used for 

the registration of position on the other language, we have three options of choosing the language: 

Albanian, Serbian and English, so a position can be registered on the three languages mentioned 

before.  

Whereas registration of a qualification is done by the Register button where after clicking this 

button the following form is going to be shown.  

 
Figure 161: Registration of a new qualification 

Form is consisted by these fields:  

• Language – chose from drop down list  

• Qualification – write qualification  

After filling these two fields we click the Save button for saving the written data while by the 

Cancel button we go one step backward, which it means we go on the start of the form  
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CODES 

By this form can be registered the codes and also we can see the codes which has been registered 

until now, ongoing is shown the list with registered codes.  

 
Figure 162: List of codes 

From the figure we have the opportunity to search by the Search button and the registration of a 

code by the Register button.  

For searching a new code initially we have to fill Search field: e.g. UNIV – 11 (look the figure 

below):  
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Figure 163: Searching a code by the name 

Also on this form we can change or modify the existing data by the Edit  button which is 

used to serve for modification, where after choosing this button the following form is going to be 

shown.  

 
Figure 164: The data of codes 

 

Except the modification option on the list is located the delete button which is used for 

deleting the record.  
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Whereas registration of a code is done by the Register button where after clicking this button the 

following form is going to be shown.  
Figure 165: Registration of a code 

 

Form is consisted by these fields: 

• Code – write the code  

• Sum – write the sum  

After filling these fields we click on the Save button for saving the written data while by the Cancel 

button we go one step backward, which it means we go on the start of the form.  

SCIENTIFIC GRADES  

By this form we can register scientific grades and also we can see the scientific grades that has 

been registered until now. Ongoing is shown the list with scientific grades registered.  
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Figure 166: List of scientific grades 

 

From the figure we can see that we have the opportunity of searching by the Search button and 

also registration of a new scientific grade by the Register button. 

For searching a scientific grade initially we have to fill the field Search: e.g. dr. (look the figure 

bellow):  

 
Figure 167: Searching a scientific grades by the name  
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Also on this form we can change or modify the existing data, by the Edit  button which is 

used for modification, where after choosing this button the following form is going to be shown: 

  

 
Figure 168: Data modification 

 

Except the modification option on the list is located the delete  button which is used for 

deleting the record.  

Whereas the registration of a new scientific grade is done by the Register button where after 

clicking this button the following form is going to be shown.  

 
Figure 169: Registration of a new scientific grade 

  

Form is consisted by these fields:  

 Grade – write the scientific grade 

After filling this fields we click the Save button for saving the written data while by the Cancel 

button we go one step backward, which it means we go on the start of the form. 
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LIST OF CABINET OFFICES 

With the help of this form we can register all the offices on faculties for each department, where 

you can set the number and the description of office. Also can be registered on multilingualism. 

Initially if we click the Search button the list with all offices registered until now is going to be 

shown like it is shown on the figure below.  

 

 
Figure 170: List of cabinet offices 

For editing the data of any office, we click on the Edit  button where a form is going to be 

shown like the figure below, where you can modify the data.  

 
Figure 171: Data modification 
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For registration in other language you must click the Language  button where the 

following form is going to be shown.  

 
Figure 172: Registration in another language 

For the registration of a new office you have to click the Register button where the following form 

is going to be shown, where you are going to fill all the data and click Save in the end. 
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Figure 173: Registration of a new office 
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