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Bookkeeping - Voucher Posting

» Before posting the voucher, approval should be obtained from principal.

a) The financial staff member needs to print out the vouchers and cheques (for
payment vouchers) and send the hardcopy for Principal to approve before voucher
posting.

b) After Principal has signed on the vouchers, the School Account Staff can then post
the vouchers.

c) This approval process can be brought into the system by assigning the right of
posting to the Principal. For better control, it is recommended that different staff
would work on voucher posting, preferably by the supervisor. By default, the access
right for voucher posting is not granted to FMP_PETTYCASH_CLERK user group.



Voucher Posting

» User can search for draft and unposted payment vouchers / receipt vouchers /
journal vouchers / petty cash vouchers and prepare for posting of vouchers.

« Payment vouchers may have three status - “D - Draft”, “P - Cheque to Print” and
“R - Ready for Posting”. Receipt, journal and petty cash vouchers may have two
status - “D - Draft” and “R - Ready for Posting”.

e Vouchers in “D - Draft” status are not allowed to perform posting.
« Payment vouchers with payment method “Cheque - With Printing” but cheque is
not printed and confirmed will have status “P - Cheque to Print”. The status will be

“R - Ready for Posting” if cheque has been printed and confirmed.

« Only vouchers with status “R - Ready for Posting” can be selected for voucher
posting.
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Voucher Posting

» After a voucher is posted, the amount of the voucher will be updated to General
Ledger of the voucher accounting month. User can generate monthly, yearly or
annual accounts reports to verify the amount.

e Posted Voucher is not allowed to be edited or deleted. Users should create a new
Journal Voucher for making any amendment to a posted voucher.
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User: firp_shnin Last Login: 14032002 16:16 Logout | Help | HUXERA

Voucher Posting | Current School Year: 2001 14 March 2003 16:43

[S-FBKO04-01] FMP > Bookkeeping > Woucher Posting

[Foucher Type | Payment voucher v |

* FMP
= Common Setup
» Budgeting Voucher No. [ALL = To

w Bookkeeping Voucher Date (DDA ) I—

To

Payment Youchsd
Receipt Vouche @ search | [ [ Reset |

Journal Youche
Petty Cash Youc
Cheque Printing

Step 1. Click [Bookkeeping] - [Voucher Posting]
from the left menu

Step 2. Select the search criteria




Voucher Posting

User: firp_shnin Last Login: 14032002 16:16 Logout | Help | HUXERA

Current School Year: 2001 14 March 2003 16:47 |

* FMP

= Common Setup
» Budgeting

= Bookkeeping

Payment Youchsd

Receipt Vouche
Journal YWouche
Petty Cash Youc
Cheque Printing

[S-FBKD4-01] FMP = Bookkeeping = ¥V

ucher Pus’ting

Youcher Type
Youcher No.

Youcher Date (Dbl ™™

IPayment Yaucher 'l

Pavmenivovchar
Receipt Woucher
Journal Voucher

To

To

Petty Cash VYoucher

@ Search ] [ @ Reset ]

Step 2a. User must select
any one of the voucher

type -- Payment Voucher,
Receipt Voucher, Journal
Voucher or Petty Cash
Voucher




User: firp_shnin Last Login: 14032002 16:16 Logout | Help | HUXERA

Voucher Posting Current School Year: 2001 14 March 2003 16:43

[S-FBKO04-01] FMP > Bookkeeping > Woucher Posting
Voucher Type | Payment voucher v |

* FMP
= Common Setup
» Budgeting Voucher No. [ALL =] To

= Bookkeeping

voucher Date (DM ) To

GPO009-00002

Payment Youchsd GP01/09-00001
Receipt Vouche (B search ) [ Reset | GP01/08-00002
Journal Youche GRO30Z-2
auiftia GP30001
Petty Cash Youc GP3I009-1
GPGP30001

Cheque Printing

Step 2b. User may select
Voucher No. and/or
enter voucher date range

to minimize the
searching range




User: firp_shnin Last Login: 14032002 16:16 Logout | Help | HUXERA

Voucher Posting Current School Year: 2001 14 March 2003 16:48

[S-FBKO04-01] FMP > Bookkeeping > Woucher Posting
Voucher Type | Payment voucher v |

* FMP
= Common Setup
» Budgeting Voucher No. [ALL = To

v Bl Voucher Date (DDMMY YY) [

To

Payment Youchsd
Receipt Vouche @ Search [ @ Reset ]

Journal Youche
Petty Cash Youc
Cheque Printing

Step 3. Click [Search] button




Voucher Posting

User: firp_wdmin Last Login: 144032003 16:16 Logout 1 Help

Current School Year: 2001

| HoERE
14 March 2003 16:44

% FMP

[S-FBKD04-02] FMP > Bookkeeping > Woucher Posting

= Common Setup
» Budgeting
= Bookkeeping

Payment Youchsd

Voucher Type | Payment voucher v |
Voucher No. | ALL j To
Voucher Date (DMWY [ To

@ Search ] [ [ Reset ]

Receipt Vouche

AN RTGTE T Posting Payiment Youcher Search Result

Petty Cash Youc

Cheque Printing

< Bottom

Voucher Mo. - Youcher Date Voucher Particulars Gross Amuum ‘u’nu-::her
(DDMMAYY) Status

F GPO0MY-00002 | A0/09/2000 I'I'ahles | &,000. nn|

F P01/09-00001 | A0/09/2001 I'I'at:ules | 1,nnn.nn| o
F GP01/09-00002 | A0/08/2001 |Chairs | 5IZIIZI.I3EI| R
F GPOA0Z-2 | 20/09/2000 |Eln|:|ks | z,ann.nn| D
F FP30001 | 20/08/2030 |Pa~_.rment | 2,200,000.00 R
F GP3008-1 | 30/08i2000 [Books | z,nnn)z(n| R
F GPGF30001 | 30/08/2030 |F'ayment | 596.?0"|;
Mote: R - Ready for Postig;, P - Chegue to Print; D - Draft /

~Top

[Posting | Preview Lxdger Balance |

Voucher Status is
indicated under this
column

User may click [Voucher No.] R - Ready for Posting

hyperlink to view/edit the

voucher details if necessary P - Cheque to Print

D - Draft



User: firp_shmin Last Login: 14032002 16:16 Logout | Help | HUXERA

Voucher Posting Current School Year: 2001 14 March 2003 16:44

[S-FBKD04-02] FMP > Bookkeeping > Woucher Posting
Voucher Type | Payment voucher v |

* FMP
= Common Setup
» Budgeting Voucher No. [ALL = To

v Bl Voucher Date [DOMMY YY) [

Payment Youchsd
Receipt Vouche @ search | [ [ Reset |

AN RTGTE T Posting Payiment Youcher Search Result

Petty Cash Youc Youcher Ho. - Youcher Date Voucher Particulars Gross Armount Voucher
{DDMMAYYY) $ Status
F

To

< Bottom

Cheque Printing

GPEP30001 | 3040842030 |F'ayment

ote: R - Ready for Posting; P - Chegue to Print; D - Draft

@D Preview Ledger Balance |

558.?D|

. [ [pPO0I0S-00002 | 30i0%2000  [Tahles | 5,000.00|

~ |GPO1/08-00001 | 3040972001 I'I'at:ules | 1,nnn.nn| D
|  |GPO1/08-00002 | 3000972001 |Chairs | 5IZIIZI.I3EI| R
| T [3P0802-2 | 30022000 [Books | 2,800.00| D
| r |GP20001 | 30/08/2030 |Pa~_.rment | z,znn,nnn.nn| R
| r |[GP3008-1 | 3000972000 |Eln|:|k5 | z,nnn.nn| R
= | :
f

~Top

Step 4. Select the checkbox(es) next to
[Voucher No.]

Only status ‘R - Ready for Posting” can be
selected for posting.

Step 5. Click [Posting] button




Voucher Posting

[S-FBK04-02] FMP > Bookkeeping > Youcher Posting

1 Record(=) posted successtully.

* If the voucher type is a payment voucher

under Capital Asset Register Module which is

Please goto FMP = CAR module to proceed CAR voucher. effective as at the voucher date, the system
voucher Type IF'aﬁ,rment voucher 3 will display a message to remind users to
Voucher No. |ALL j update asset purchase information in Capital
vioucher Date | = Asset Register Module.

« If the voucher type is a payment or [5-FBK04-02] FMP > Bookkeeping * Youcher Posting

receipt voucher under Sales and Stock 1 Record(z) posted successtully.

Pleaze goto FMP = Sales & Stocks module to proceed S2% VYoucher,

Voucher Type IPaymeanucher 'i

Voucher No. | alL j

Module which is effective as at the voucher

date, the system will display a message to
remind users to update stock purchase or

sales information in Sales and Stock Module. Voucher Date |




Preview Ledger Balance

» This function redirect user to “Trial Balance (R-FBKO09-E)” report page to
generate and preview ledger balances with Ready for posting vouchers included
before posting of voucher.
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=] USEr: SUpCll LU LIIE. 1WUNLULS 14 38 )

Preview Ledger Balance o) Current School Year:

— r Posting

Voucher No.

Voucher Date (DDMAMM YY)

T search Reut

Step 1. Click [Bookkeeping] = [Voucher Posting]
from the left menu

Step 2. Select the search criteria




| Watl. SUptll LUl Lie,. LWWaioiila 17,00 |

Current School Year: |

Preview Ledger Balance

1=

oo oooneTprrg— oot Posting
Voucher Type |Payment Woucher V|
Voucher No. All W To All w

Step 3. Click [Search] button




e
(RESTRICTED) Ccurrent |

PR/ 00001 ESPAIIT Al condl tione s Tor B7201%
~ ] |[E 0t 317 1272000 Test ing
G 15/07-00001 S 072005 Tes t ing
G 15/ 07- 00007 S 072005 Tes t ing
G 15/ 07- 00007 S 072005 Tes t ing
G 15/07-00016 3170772015 Testing (30.3.2016)
G 15/07-00017 3170772015 Testing (30.3.2016)
O |[Ele-00En 31/ 082015 Tes ting mow problem <2
G 15/02-00021 31/ 082015 Tes ting new problem o
G 17/09-0000Z 3070072017 Test on 2017.08.22 print voucher
] |Elz0o-00ms 3070072017 |Euild test 2017.08.30 (budzet repoct)
0] [|El0e-0mit 3070072017 B
0] [|El10-00nT 5171072017 =
O] |Eli-00me ST/10/2017 _ [Build test 2017.08.31 g (primt 00)
0] |[El1-000mE S7T0/2017 _ [Build test 2017.06.31 (print 0) 2
[ |Elzil-nnms 3171072017 |Puild test 2017.08.31 (Fxint 0Q) 2
P17/ 10-00010 31/10/2017  |Build test 2017.08.31 pn (Bxport function)

EVIEES 8- 00001 Flnal [est

[E L O - (0002 31708/ 4002 Testlng

EW 1709 - 00002 307092017 Testing 2017.06.30
EEA108-00001 31708755081 131213

Bl 08, 08- 00001 3170852008 aa

— =0 21408 22858 ——=MAEr —Z=mASEA G —Z=mAssENA L —— =R
e —C=EFESEAA S EmASEAA S EmA ST

Mote: R - Ready o F - Lnequs o — Ciraft
v [ Posting {Preview Ledger Balance ]

) o oo o




Preview Ledger Balance

Built-in Template
Please input the print criteria.

School Level Prima v

School Session

Accounting Year

Accounting Month

Source of Fund 411 v

Ledger Code To  |All s

Option ®1adzer Level O sub-ledge rfaccomt Level
Ready for Posting Vouchers o

Included

Format

Step 5. Select the report criteria. Select the
checkbox next to Ready for Posting Vouchers
Included to generate the report with ledger balances
including vouchers with ready for posting status.

Step 6. View the reports online by Clicking the
[Preview & Print] button or generate and store the
report in Report Management - Repository by clicking
the [To File] button.

Press
ESCAPE
to return




