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Bookkeeping - Payment Voucher

« Payment voucher can be created in any one of the ‘'opened’ accounting months.

« Payment voucher can be created either from scratch or by copying from an
existing payment voucher.

« User may choose to use system auto-generate voucher number or enter your own
voucher number manually.

» Vouchers may have 3 possible status: Draft, Unposted and Posted.

» Users can print out payment voucher for verification and approval.

Payment Voucher : Slide 2



Input Structure of Payment Voucher

+Voucher Details

-User has to specify voucher detail information - accounting month, voucher type,
voucher number, voucher date, voucher particulars and quotation/tender number.

-Gross credit amount and voucher status are displayed for reference.

-User is required to fill in Accounting Line Information (Debit) and Bank Ledger
Information (Credit).

Input Structure : Slide 3



Input Structure of Payment Voucher

+Debit Side
-User should fill in accounting line information in Accounting Line Information (Debit)
section.

-A voucher should have one or more accounting lines as the Debit entry. Negative
amount is not allowed.

-Each accounting line is attached to school level and session, programme, account code,
particular and amount.

-User can create accounting lines with asset / liability ledger code, income or
expenditure account code.

-Programme code is required for accounting lines with expenditure accounts.

-Payment voucher is normally for recording expense item. Abnormal line message will
be displayed if debit Income/Asset Account Code is entered. The voucher is still saved

anyway.

Input Structure : Slide 4



Input Structure of Payment Voucher

+Credit Side
-User should fill in Bank Ledger Information in ‘Bank Ledger Information (Credit)’
section.

-Payment method is required for Payment Voucher. Two payment methods are available:
“Cheque - With Printing” and “Cheque - Without Printing”.

-User can specify the bank ledger, payee’s name and cheque no.

-There is no need to fill in the credit side amount because, by default, it is equal to
the sum of debit side.

Slide 5
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Create Payment Voucher

-Allows user to create new payment voucher in any one of the opened accounting
months.

-Other than creating Bookkeeping payment voucher, user can also create Staff Cost
payment voucher, Capital Asset Register payment voucher and Sales and Stock payment
voucher. User can choose to create payment voucher of any voucher types under
Payment Voucher.

-Capital Asset Register payment voucher and Sales and Stock payment voucher created
in Bookkeeping can be retrieved in Capital Asset Register and Sales and Stock functions
respectively after the voucher has been posted. User can then fill in the asset and
stock details in Capital Asset Register and Sales and Stock Modules.

-Staff Cost payroll and provident fund (ORSO and MPF) payment voucher created in
Bookkeeping will not update payroll and provident fund register in Staff Cost Module
upon posting the voucher.

Create Voucher




User: fannyl LastLogin: 05/06/2003 1103 Logout | Help | SPRCRGE

Create Payment Voucher Current School Year: 2002 5 June 2003 15:50

[S-FBKO1-01] FMP > Bookkeeping > Payment Voucher

Mraata Maw Vaneshar

Accounting Month (MM ) 01/2003 -

Voucher Type (GF) Pavment woucher {Government Fund) -

Voucher No.

M Copy From Voucher

Accounting Month (MMAY)

Voucher Type

= FMP Voucher Ho.

»  Comimon Setup
» Budgeting Mote: Format of auto generated voucher number: <Voucher Type Prefoc=""v/MM -<system seguence no.=

+ Bookkeeping [ Create ¥Youcher ]

Search Voucher Details
Voucher Date (DDMMMY YY)

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

Voucher Status

Voucher Type

Voucher No.

i eeveneaeenywepesen Step 2. Fill in the new voucher essential
Quotation/Tender Number information

Payment Method

(Select the Accounting Month, Voucher Type and
Advanced Search
(Voucher Particulars,QuotationTender Reff'018 ({2 1= g\ [0 8 )

Account Code,Accounting Line Particulars
Bank Ledger Code,Cheque No.,Bank Partiqg

@ Search ] [ @ Reset ]




User: fannyl LastLogin: 05/06/2003 11:03 Logout | Help | PRHRE

Create Payment Voucher | Current School Year: 2002 5 June 2003 15:50

[S-FBK01-01] FMP > Bookkeeping > Payment Voucher

Create New Voucher

Accounting Month (MY YY) 01/2003 ~
Voucher Type (GP) Payment voucher {Government Fund) v
Voucher No. GPOOO1-01

W Copy From Voucher

Accounting Month (MM/YYYY)

Voucher Type
v FMP

» Common Setup

Voucher No.

» Budgeting enerated voucher number: <\oucher Type Prefix=YY/MM -<system sequence no.»

' Bookkeebina Create Youcher

Search Voucher Details
Voucher Date (DOMARN YY)

Step 3. Click [Create Voucher] button
Note: Voucher no. will be brought over to the

Voucher Status

Voucher Type

next step.

Voucher Mo.

[] search Voucher(s) with Quotation/Ten
Quotation/Tender Number

Payment Method | 411 [

Advanced Search

(Voucher Particulars,Quotation/Tender Reference,Programme Code,
Account Code,Accounting Line Particulars,Amount,Payee's Name,
Bank Ledger Code,Cheque Mo.,Bank Particulars)

@ Search ] [ I@ Reset ]




Create Payment Voucher

User: fannyl LastLogin: 05/06/2003 1103 Logout | Help | SPRCRGE

Current School Year: 2002 4 June 2003 15:50 |

[S5-FBKO1-03] FMP > Bookkeeping > Payment Voucher

Accounting Month (MMM 01/2003

Voucher Type Payvment woucher (Government Fund) (GF)

Voucher No. GPO00L-01 By defaUlt,
Voucher Date (DDMMMNYY) 21701 /20032

[Voucher Date]

: is the last day of
Quotation/Tender Number )
Gross Credit Amount $ 0.00 the Accountmg

Voucher Particulars

Voucher Status Urart Month

Accounting Line Information {Debit) Bank L
Sch Level/Session -

Programme
Account Code %i

Step 4. Fill in the voucher details

1

Particulars
(Default same as Bank Particulars)
Amount %

Note: Programme is reguired for expenditure account onby

[ Chart of Account ][T@ Add ] [ [) Reset ][ <] Back ]

~Top

Mote: Woucher number must be unigue throughout the system. If auto generated voucher number option has not been selected, pleasze ensure that the same woucher number
will not be duplicated in future.

Pleaze add accounting line information




User: fannyl LastLogin: 05/06/2003 1103 Logout | Help | SPRCRGE

Create Payment Voucher . Current School Year: 2002 5 June 2003 15:50

[S5-FBKO1-03] FMP > Bookkeeping > Payment Voucher

Add Voucher Details

Accounting Month (MM 01/2003
Voucher Type Payvment woucher (Government Fund) (GF)
Voucher No. GPO001-01
Voucher Date (DD/MMMY YY) 31701 /2003
Voucher Particulars
Quotation/Tender Number
 EMP Gross Credit Amount ¥ 0.00
Voucher Status Draft

» Comimon Setup

=  Budgeting

' Bookkeening +Bottom
—
5ch Level/Session -
Programme -
Account Code %i

Particulars
(Default same as Bank Particulars)
Amount %

Note: Programme is reguired for expenditure account onby

[ Chart of Account || [ Add || [0 Reset || & Back |

Mote: Voucher number must be unigue throughout the system. If auto generats Step 5. F]ll '|n the f]elds Of Account]ng L]ne

will not be duplicated in future.

Information (Debit)

Pleaze add accounting line information




User: fannyl LastLogin: 05/06/2003 11:03 Logout | Help | PRHRE

Cl’eate Paym ent VOUCher —— Current School Year: 2002 5 June 2003 15:50

v FMP
» Common Setup
» Budgeting

/Bookkeenina

[S-FBK01-03] FMP > Bookkeeping > Payment Voucher

Add Voucher Details

Accounting Month (MM/YYYY) 01/2003

Voucher Type Payment voucher (Government Fund) (GP)

Voucher No. GPO001-01

Voucher Date (DD/MMAYYYY) 31/01/2003 Step 5a) Add Accounting Line

Voucher Particulars Youcher Particulars

Quotation/Tender Numbe . 5
it i) Select School Level/ Session

Gross Credit Amount $ 0.00 I

Voucher Status Draft 'I'I) Select Programme

sBottom

"\l\lvllll;-;lls .L;llc B lllﬂ;;vll u.rvu;;.;
Sch LeveliSession Primary/iM v
Programme CHIN - Chinese
R

—u K Ledger Information (Credit)

Particulars
(Default same as Bank Particulars)
Amount $

Note: Programme is required for expenditure account only

( chart of Account | ) add | [ [ Reset | [ <JBack |

~Top

Note: Voucher number must be unique throughout the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number
will not be duplicated in future.

Please add accounting line information




User: fannyl LastLogin: 05/06/2003 11:03 Logout | Help | PRHRE

Create Payment Voucher Current School Year: 2002 5 June 2003 15:50

[S-FBK01-03] FMP > Bookkeeping > Payment Voucher

Add Voucher Details

Accounting Month (MM/YYYY) 01/2003
Voucher Type Payment voucher (Government Fund) (GP)
Voucher No. 60001 -01 Step 5a) Add Accounting Line
Voucher Date (DD/MMAYYYY) 31/01/20032
Voucher Particulars Youcher Particul
: QuETer ArHeher iii) Enter account code
Quotation/Tender Number
Gross Credit A

v FMP
» Common Setup

Voucher Statug

Entry of account code:
Method 2

Click the search icon i iom
Accounting Line Informavwu weury Bank Ledger Information (Credit)

» Budgeting

' Bookkeening

Sch LeveliSession Primary/iM v

Programme HIN - Chinese v E .
ntry of account code:

Account Code N s Met[‘s]lod 1

Particulars

(Default same as Bank Particulars) Enter the account COde

Amount $

directly

Note: Programme is required for expenditure account only

( chart of Account | ) add | [ [ Reset | [ <JBack |

~Top

Note: Voucher number must be unique throughout the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number
will not be duplicated in future.

Please add accounting line information




Create Payment Voucher Step 5a) Add Accounting Line

[S-FBKD1-03] FMP > Bookkeeping > Payment Voucher

iii) Enter account code (Method 2)

-
{2 Retrieve Account Details - Intemnet Explorer provided by NCS Pte Lt

Input Account Code

Account Code

<

Option B) Enter v
account COde ® ser Defined Order

B d] reCtly and O account Code
e o) click [Cop

Search Account Code

Fund Source & Ledger Code |11?Dl - Grants outside OEBY ECEBG W
Sub-Ledger Code | v|
Account Code I

Option A) Select account code from
the drop-down list box and click
[Select] button




2] User: superl Login Time: 10/05/2018 14:38 Logout | Help

Create Payment Voucher

[S-FBKD1-03] FMP > Bookkeeping > Payment Voucher

Current School Year: 2017 10 May

i 1
) Retrieve Account Details - Internet Explorer provided by NCS Pte L ]
Input Account Code
Account Code Common Account Code W

®ser Defined Order
Oﬂccuunt Code

Sort By
IB Copy I [ close /
Search Acoqunt Code

Fund Sourch & Ledger Code |11?Dl - Orints -:ruy’lde OERG BCERG W
Sub-Ledger Coqe | /

v

/ |

Account Code

[ select | [Etlou\

Option C) Select account code from
the Common Account Code drop-
down list box and click [Copy] button




User: fannyl LastLogin: 05/06/2003 11:03 Logout | Help | PRHRE

Create Payment Voucher | Current School Year: 2002 5 June 2003 15:50

v FMP
» Common Setup
» Budgeting

' Bookkeening

[S-FBK01-03] FMP > Bookkeeping > Payment Voucher

Add Voucher Details

Accounting Month (MM/YYYY) 01/2003
Voucher Type Payment voucher (Government Fund) (GP)
Voucher No. GPOO01-01
Voucher Date (DD/MMYYYY) 31/01/2003
Voucher Particulars Voucher Particulars
Quotation/Tender Number
Gross Credit Amount $ 0.00
Voucher Status Draft
sBottom
Accounting Line Information (Debit) Bank Ledger Information (Credit)
Sch LeveliSession Primary/iM v
Programme CHIN - Chinese v
St B 61008001001 Grant Expenses
Particulars
(Default same as Bank Particulars)
Amount $

Note: Programme is required for expenditure account only

| [ Chart of Account ]| ] add | [ [ Reset | [ <JBack |

Step 5a) Add Accounting Line

If the desired account code/ programme [iisé

code cannot be found, click [Chart of
Account] button to add the code or set

Note: Voucher number must be unique throtsh
will not be duplicated in future.

ut the system. If auto gener

Please add accounting line information

the effective status.



Create Payment Voucher

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE

Current School Year: 2002 24 July 2003 15:43

Report

»  Budgeting

= Bookkeeping

[S-FBK01-03] FMP > Bookkeeping > Payment Youcher

a http:/ /pan/jsp/fcs/coa/maintainAccount.do?caller =COA - Microsoft Internet Explorer

[S-FCSO07-01] FMP > Common Setup = Chart of Account Maintenance=

=10l I

=

Source of Fund Code

EMEB-Defined Code Source of Fun Programime | Ledger 'Suh-LedgEI B*k Informiaton
ALL -

Ledger Code

Sub-Ledger Code
Account Type
Account Range

[ALL \

-

[ALL =l
[

From |aLL \ =l
To faL \ =

@Seanh ]@Md ][@Rﬂset]

Mate: Woucher number must be unigue throughout the system. If auto generated wa
will not be duplicated in future.

Pleaze add accounting line information

Step 5a) Add Accounting Line

A new pop up window is displayed.

User can create new account or

programme code, or to set the
effective status of the code




User: fannyl LastLogin: 05/06/2003 11:03 Logout | Help | PRHRE

Create Payment Voucher Current School Year: 2002 5 June 2003 15:50

v FMP
» Common Setup
» Budgeting

' Bookkeening

[S-FBK01-03] FMP > Bookkeeping > Payment Voucher

Add Voucher Details

Accounting Month (MM/YYYY) 0172003

Voucher Type Payment voucher (Government Fund) (GP)

Voucher No. GPOO01-01

Voucher Date (DD/MM/YYYY) 31/01/2003

Voucher Particulars Voucher Particulars

Quotation/Tender Number

Gross Credit Amount $ 0.00 5 ]
s Draft Step 5a) Add Accounting Line

iv) Enter Particulars (optional)

Accounting Line Information (Debit) B.'n_ni V) Enter Amount
Sch Level/Session Primary /oM

Programme CHIN - Chinese

Account Code BR 61008001001 aGrant Expenses

Particulars

(Default same as Bank Particulars)

Amount $ 2500

Note: Programme is required fgrexpenditure account only

[ chart of Account [ [T Add ) [ Reset |[ <JBack |

~Top
Note: Voucher number must be unique througholtsbg s Step 5a) Add Accounting L]ne ke ensure that the same voucher number

will not be duplicated in future.

Please add accounting line information V]) Cl]Ck [Add] button




User: fannyl LastLogin: 05/06/2003 11:03 Logout | Help | PRHRE

Cl’eate Payment VOUCher SSSS Current School Year: 2002 5 June 2003 15:50

v FMP
» Common Setup
» Budgeting

' Bookkeening

[S-FBK01-03] FMP > Bookkeeping > Payment Voucher

Add Voucher Details

Accounting Month (MM/YYYY) 01/2003

Voucher Type Payment voucher (Government Fund) {GP)
Voucher No. GPO0O1-01

Voucher Date (DD/MM/YYYY) 31/01/2003

Voucher Particulars Voucher Particulars

Quotation/Tender Number

Gross Credit Amount $ 2,500.00

Step 56) Add Accounting Line

Accounting line is added Bank| - - - - : .
Step 5a) Add Accounting Line

Account Code Br

PHFtERS User can add more accounting
(Default same as Bank Paiticulars) i i
e . lines by repeating step 5a).

Note: Programme is requirgd for expenditure account only

[ Chart of Account || ] Add | [ [ Reset

Sch Level/Session Account Code Budget

i A '571*’iPTi'r@ﬁm—i'éHWféﬂinesei'"G‘fbﬁeﬁtﬁbﬁlf éiﬁ‘fﬁm'iéﬁﬁﬁ.ﬁﬁ;

|
%Budget Check: S - Sufficient fund; | - Insufficient fund; N/A - Not applicable II

‘ /* Delete |

~Top

Note: Voucher number must be unique throughout the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number
will not be duplicated in future.

[ Ssave Youcher as Draft |[ Save Youcher |[ <]Back |




User: fannyl LastLogin: 05/06/2003 11:03 Logout | Help | PRHRE

Create Payment Voucher | = Current School Year: 2002 5 June 2003 15:50

 FMP

>

>

Common Setup
Budgeting

v/ Bookkeebina

[S-FBK01-03] FMP > Bookkeeping > Payment Voucher

Add Voucher Details

Accounting Month (MM/YYYY) 01/2003

Voucher Type Payment voucher (Government Fund) {GP)
Voucher No. GPOO01-01

Voucher Date (DD/MMYYYY) 31/01/2003

Voucher Particulars Voucher Particulars

Quotation/Tender Number

Gross Credit Amount $ 2,500.00

Voucher Status Draft

+Bottom

Step 5b) Update Accounting Line

Accounting Line Information (Debit)
Sch LeveliSession

Programme v

sl i B i) Click the [Line No.] of the
Particulars o =

(Default same as Bank Particulars) account] ng l] ne

Amount $

Note: Programme is required for expenditure account only

Budget

rCHIN - Chinese ]GIUDSUUIDUI - Grant Expenses |  2,500.00

SBudget Check: S - Sufficient fund; | - Insufficient fund; N/A - Not applicable '
(Fodew) |

~Top

Note: Voucher number must be unique throughout the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number
will not be duplicated in future.

[ Ssave Youcher as Draft |[ Save Youcher |[ <]Back |




Create Payment Voucher

User: fannyl LastLogin: 05/06/2003 11:03 Logout | Help | PRHRE
Current School Year: 2002 5 June 2003 15:50

v FMP
» Common Setup
» Budgeting

' Bookkeening

[S-FBK01-03] FMP > Bookkeeping > Payment Voucher

Add Voucher Details

Accounting Month (MMNYYYY)

01/2003

Voucher Type Payment voucher (Government Fund) (GP) ) )
R Step 5b) Update Accounting Line

Voucher No. GPOOO1-01

Voucher Date (DD/MM/YYYY) 31/01/2003

Voucher Particulars

Voucher Particulars

ii) Update the accounting line

Quotation/Tender Number information
Gross Credit Amount $ 2,500.00
Voucher Status Draft

Accounung Line INTormarnon [(UeDit)

Skh Level/Session Primary /oM v
Programme CHIN - Chinese v

Arcount Cose BR 61008001001  Grant Expenses
Plarticulars

(pefault same as Bank Particulars)

Amount $ 2500.00

/Bottom

Bank Leager informanon {Lreait)

Note: Programme is requims{iture account only

ChartofAccount [ save
OEET

ianaryMM

Sch Level/Session

Budget

(1008001001 - Grant Expenses Expenses 2 spo.ool

;Budget Checl S - Sufficient fund; | - Insufficient fund; NIA Not apphcable

Step 5b) Update Accounting Line

|

Note: Voucher number must be unique throughout the system. If auto generated voucher nu

will not be duplicated in future.

( save Youcher As Draft |[ Save Youcher |[ <JBack |

iii) Click [Save] button



User: fannyl LastLogin: 05/06/2003 11:03 Logout | Help | PRHRE

Create Paym ent VO uc h er Current School Year: 2002 5 June 2003 15:50

[S-FBK01-03] FMP > Bookkeeping > Payment Voucher

Add Voucher Details

Accounting Month (MM/YYYY) 01/2003

Voucher Type Payment voucher (Government Fund) {GP)
Voucher No. GPO0O01-01

Voucher Date (DD/MM/YYYY) 31/01/2003

Voucher Particulars Youcher Particulars

Quotation/Tender Number

Gross Credit Amount $ 2,500.00

Draft

Step 5c¢) Delete Accounting Line

/Bottom

i) Select the checkbox(es) next to
the line no.

Bank Ledger Information (Credit)

Account Code Br

Particulars
(Default same as Bank Particulars)
Amount $

Note: Programme is required for expenditure account only

\:hart of Account | ] add | [ [ Reset |

Llne Budget

anaryMM ‘CHIN - Chinese  |G1008001001 - Grant ] Expenses T 500 DU‘

Checl S Suffcnent fundl Insufﬁment fund N.‘A Not apphcable

|
Step 5c¢) Delete Accounting Line ;

~Top

) Click [Delete] button

Note: Voucher number must be unique throughout the system. If auto gene
will not be duplicated in future.

[ Ssave Youcher as Draft |[ Save Youcher |[ <]Back |

e same voucher number




Create Payment Voucher

User: fannyl LastLogin: 05/06/2003 11:03 Logout | Help | PRHRE
Current School Year: 2002 5 June 2003 15:50

v FMP
» Common Setup
» Budgeting

v/ Bookkeebina

[S-FBK01-03] FMP > Bookkeeping > Payment Voucher Step 6. Cl-lck [Bank Ledger |nf0rmati0n

Add Voucher Details (Credit)] hyperlink to fill in bank ledger
ing N (MMYYYY) 01/2003 2 .

Accounting Month (MM YYYY) mformat]on

Voucher Type Payment wvoucher (G

A e Note: When user shifts to [Bank Ledger

oucher Date (DD/MMAYYYY) 31/01/2003  |E

Viaéhor Parlicalins e Information (Credit)] link, the previously
Quotation/Tender Number inputted Accounting Line Information (Debit)
Gross Credit Amount AP e will be auto-saved and added.

Voucher Status Draft

Bank Ledger Information (Credit)

Sch LeveliSession v
Programme v

Account Code Br

Particulars

(Default same as Bank Particulars)
Amount $

Note: Programme is required for expenditure account only

[ Chart of Account |[ ] Add | [ [ Reset |

Llne Budget

i anarymm ‘CHIN Chinese ‘61008001001 Graﬁt Expenses | 2,500. 00‘

Budget Checl S- Suffcnent fundl Insufﬂuent fund N/A - Not apphcable ’

|

~Top

Note: Voucher number must be unique throughout the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number
will not be duplicated in future.

[ Ssave Youcher as Draft |[ Save Youcher |[ <]Back |




User: fannyl Last Login: 03/06/2003 11.03 Logout | Help | PXEE

Create Payment Voucher : Step 7. Fill in Bank Ledger Information (Credit)

[S-FBK01-04] FMP > Bookkeeping > Payment Voucher

i) Select Bank Ledger Code

Add Voucher Details
Accounting Month (MM/YYYY) 01/2003

Default bank ledger code of the selected
voucher type will be selected by default.

Voucher Type Payment vouche

Voucher No. GPOOO1-01
Voucher Date (DD/MM/YYYY) a1/01/2002 |9
Voucher Particulars Voucher Partid
Quotation/Tender Number
Gross Credit Amount $ 2,500.00

“ FMP Voucher Status Draft

» Common Setup

» Budgeting

v Ronkkeaaiig Accounting Line Information (Debit Bar.. Ledger Information (Credit)
Bank Ledger Code 65001 - Bank - Government Fund w
Payment Method Cheque - Without Printing «

Payee's Name Required for "Cheque - With Printing

Cheque No. Leave Blank for "Cheque - With Printing

Bank Particulars
Dai i R

Note 1: Payee's Name is required for "Chegue - With Printing™. Thi
Note 2: Cheque No. should be left blank for "Chegue - With Printing

Step 7. Fill in Bank Ledger Information (Credit)

Note: Voucher number must be unique throughout the system. If
will not be duplicated in future.

[ Save Youcher As Draft ][ Save Youcher ][ < Bad

Note: Total credit amount is not required to be
entered since gross credit amount is equal to the

total sum of debit amount. (i.e. total amount of
all accounting lines)




Create Payment Voucher

User: fannyl LastLogin: 05/06/2003 11:03 Logout | Help | PIEE
Current School Year: 2002 5 June 2003 15:50

¢ FMP
» Common Setup
» Budgeting

' Bookkeening

Add Voucher Details

Accounting Month (MMAYYYY)
Voucher Type

Voucher No.

Voucher Date (DD/MM/YYYY)
Voucher Particulars
Quotation/Tender Number

Gross Credit Amount
Voucher Status

[S-FBK01-04] FMP > Bookkeeping > Payment Voucher

Step 7. Fill in Bank Ledger Information (Credit)

01/2003 ii) Select Payment Method
Payment voucher (
GPO0D1-01 Cheque - Without Printing = Manual Cheque
31/01/2003 Cheque - With Printing = System Cheque

Voucher Particuls

$ 2,500.00
Draft

Accounting Line Information (Debit!
Bank Ledger Code

Payment Method

Payee's Name
Cheque No.

Bank Particulars
(Default same as Voucher Particulars)

E ank. Ledger Information (Credit)
(65001 - Bank - Government Fund ~

Cheque -

Without Printing w

Che Z
Cheque - With Printing | fp.oiiced for "Cheque - With Printing

Cheque - Without Printing

TR | e is required to manually issue a cheque together with

Note 2: Cheque No. should be left blank for "Chegque - With

Note: Voucher number must be unique throughout the sys|

will not be duplicated in future.

voucher printout and submit for approval.

[ save Youcher As Draft |[ Save Youcher ||| Cheque - With Printing

User is required to print out the cheque via Cheque Printing
function, and then submit the voucher printout together

with the successfully printed cheque for approval.




User: fannyl LastLogin: 05/06/2003 11:03 Logout | Help | PRHRE

Cl’eate Payment VOUCher e Current School Year: 2002 5 June 2003 15:50

v FMP
» Common Setup
» Budgeting

' Bookkeening

[S-FBK01-04] FMP > Bookkeeping > Payment Voucher

Add Voucher Details

Accounting Month (MM/YYYY) 01/2003

Vomiiier i ey Step 7. Fill in Bank Ledger Information (Credit)
Voucher No. GPO001-01

Aoy B A YY) gl i) Fill in Payee’s Name, Cheque No., and Bank
Voucher Particulars Voucher Particu Particulars

Quotation/Tender Number

Gross Credit Amount $ 2,500.00

Voucher Status Draft

Accounting Line Information (Debit) Bank Ledger Information (Credit)

Bank Ledger Code 65001 - Bank - Government Fund +

S e e =
Payee's Name Required for "Cheque - With Printing’
Cheque No. Leave Blank for "Cheque - With Printing’

Bank Particulars
,BE*EUH same as UOUCHE!‘ par"fxculars;

Note 1: Payee’'s Name is reguired for "Cheque - With Printing™. This is optional for "Cheque - Without Printing™.
Note 2: Cheque No. should be left blank for "Chegue - With Printing”™. This is optional for "Cheque - Without Printing™.

Note: Voucher number must be unique throughout the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number
will not be duplicated in future.

[ Save Youcher As Draft ][ Save Youcher ][ <JBack ]




User: fannyl LastLogin: 05/06/2003 11:03 Logout | Help | PIEE

Create Payment Voucher Current School Year: 2002 5 June 2003 15:50

[S-FBK01-04] FMP > Bookkeeping > Payment Voucher

Add Voucher Details

Accounting Month (MM/YY YY) 01/2003
Voucher Type Payment voucher (Government,
Step 8. Save Voucher
Voucher No. GPOOO1L-01
Voucher Date (DD/MM/YYYY) 31/01/2003 B
Voucher Particulars Voucher Particulars Step 83) Save voucher as draft
Quotation/Tender Number
Gross Credit Amount $ 2,500.00 . .
. FMP e Sriah i) Click [Save Voucher As Draft] button

» Common Setup

> Budgeting R UN—— - No budget check will be performed.

Bank Ledger Code (5001 - Bank - Government [ Draft VOUCher can be retr]eved fOl'
Payment Method el  Updating and saved as draft or
Payee’s Name unposted subsequently.

Cheque No. Leave Blan

' Bookkeening

Bank Particulars
(Default same as Voucher Particulars)

Note 1: Payee's Name is required for "Chegque - With Printing™. This is optional for "Cheque - Without Printing™.
Note 2: Cheque No. should be left blank for "Chegue - With Printing”™. This is optional for "Cheque - Without Printing™.

Note: Voucher number must be unique throughout the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number
will n - re.

Save Youcher As Draft [)Save Youcher ][ <JBack ]
/




User: fannyl LastLogin: 05/06/2003 11:03 Logout | Help | PIEE

Create Payment Voucher Current School Year: 2002 5 June 2003 15:50

[S-FBK01-04] FMP > Bookkeeping > Payment Voucher

Add Voucher Details

Accounting Month (MMAYYYY) 01/2003
Voucher Type Payment voucher (Government Fund) (GP)
Voucher No. GPOOO1-01
Voucher Date (DD/MM/YYYY) 31/01/2003
Voucher Particulars Voucher Particulars
Quotation/Tender Number
) Gross Credit Amount $ 2,500.00
v FMP Voucher Status Draft
» Common Setup
» Budgeting
e Banldcinnkio Accounting Line Information (Debit) Rank | adner Infarmation (Cradity
ol SO UBE. Step 8. Save Voucher
Payment Method Cheque - Without

Payee's Name

Step 8b) Save voucher as unposted
Cheque No.

Bank Particulars
(Default same as Voucher Particulars)

i) Click [Save Voucher] button

Note 1: Payee's Name is required for "Chegque - With Printing™. This is optio
Note 2: Cheque No. should be left blank for "Chegue - With Printing™. This iy

- Budget check will be performed if the budget
Note: Voucher number must be unique throughout the system. If auto gen has been approved.

will not be duplicated in future. .
Ty eyl - Unposted voucher can be retrieved for

updating and only can be saved as unposted

subsequently.




Create Payment Voucher Fg Users fuaryl Last Login: 160672003 1004 Logout | Help | PR
—— Current School Year: 2002 18 June 2003 12:18

- FMP - |
w  COmamon Setup
Bl merting

EMB Grarit s E.E302%5 : Ling 1 - nzudficeent dund & programme 0001
L I+ Ees0e7: Line 1 mautnicient tund s sub-ledger G1004015
Dr aft Budget § # E-EZ0CE: Line 1 - Inswdncent tund of ledger G 004

S ERM Ll e o b e s o Dt Lt

Wiolcher niol saved as The tollowsing error fourat -

Reniiew Bl

Accounting Bomh a4y RN
|
| Woucher Type HCID!dCH‘]_‘lng I.ﬁ..:rrl-':nrl._.':-:"_ﬂ._-__'.___r i_n":"-l'ﬁ'l'l'll'l'ﬂ'll‘ Fur.:l_:l I-I:_rp:l

After saving the voucher as unposted...

Budget check messages will be displayed upon saving the voucher.
These messages will point out the area, i.e. programme, sub-ledger,
ledger, or OEBG General Domain, where accounting line amounts
exceed the budget amount.

“Budget Check Report (R-FBK045-E)” shows by how much
accounting line amounts exceed the budget amount at programme,
sub-ledger, ledger, or OEBG General Domain level.



e _ Users farry] Last Lagin 12062005 1005 Logout | Help | PEEE £
Create Payment Voucher . Current School Year: 2007 18 June 2000 1528 |9

E

5-FHED-31] FMP = Hook keeping = P et W o heer
GPOS01-11 Eecord updatsd successfully

& E-B3037 : Slorormad debd socouning ine anres

Accourdim Bomth (i) arzom =
Voucher Type | 15F) Bockkaeping Paymant Yousher (Goverment Fund) = |
Viicher Mo, [P

Sch Accoun

After saving the voucher as draft or unposted...

Abnormal accounting line message will be
displayed if Income / Asset Account Codes are

selected in the accounting lines. The voucher is
still saved.




Create Payment Voucher by Copying from Existing Voucher

-User can create a new payment voucher by copying from an existing voucher.

-If the voucher content is the same or quite close to an existing voucher, user may
consider to copy from an existing voucher so that no need to enter all the voucher
details from scratch.

-There are two ways to copy payment vouchers: (i) Copy from ‘create payment voucher’
and (ii) Copy from ‘search payment voucher’.

-Only vouchers created in Bookkeeping or Staff Cost Module can be copied.

-All voucher details (including voucher particulars, quotation/tender number,
accounting lines and bank ledger information) will be copied. However, voucher details
copied will not include voucher number, voucher type, voucher date and cheque
number.

-User can choose to amend the voucher details before saving the new voucher.

Copy Voucher : Slide 30



Option 1: Copy from ‘create payment voucher’

Create Payment Voucher by Copying from Existing Voucher [0 i10s Lodout 1 telp 1 228

ool Year: 2002 5 June 2003 15:50

[S-FBK01-01] FMP > Bookkeeping > Payment Voucher

Neranta Maws Vanialhas

Accounting Month (MIM/YYYY) 01/2003 ~
Voucher Type (GP) Payment voucher {Government Fund) v
Voucher No. GPOO01-01

» Common Setup
» Budgeting

' Bookkeeping

W Copy From Voucher

Accounting Month (MM/YYYY)
Voucher Type

Voucher No.

Note: Format of auto generated voucher number: <\Voucher Type Prefix=YY/MM -<system seguence no.»

[ Create Youcher ]

Search Voucher Details
Voucher Date (DOMARN YY) |

Voucher Status 811 e
Voucher Type [411 v|
Voucher No.

[] search Voucher(s) with Quotation/Tender Number Only Step 1’ Cl]Ck [BOOkkeeplng] 9 [Payment
L Voucher] from the left menu
Payment Method

Advanced Search

(Voucher Particulars,Quotation/Tender Reference,Programme C Step 2‘ F]ll in the new VOUCher essential

Account Code,Accounting Line Particulars,Amount,Payee's Namjsd 9
Bank Ledger Code,Cheque Mo.,Bank Particulars) ]nformatlon

@ Search ] [ I@ Reset ]




Option 1: Copy from ‘create payment voucher’

Create Payment Voucher by Copying from Existing Voucher [0 i10s Lodout 1 tel | 228

ool Year: 2002 5 June 2003 15:50

» Common Setup
» Budgeting

« Bookkeeping

[S-FBK01-01] FMP > Bookkeeping > Payment Voucher

Create New Voucher

Accounting Month (MY YY) 01/2003

Voucher Type (GP) Payment voucher {Government Fund) v
Voucher No. GPOOO1-01

=

4 ' :opy From Voucher

Accounting Month (MMAYYYY)

Voucher Type

Voucher No.

Note: Format of auto generated voucher number: <\Voucher Type Prefix>YY/MM -<system seguence no.»

[ Create Youcher ]

Search Voucher Details
Voucher Date (DOMARN YY) |

Voucher Status 811 N

Voucher Type [411 v|
Voucher No. | | Ta | |
[] search Voucher(s) with Quotation/Tender Number Only

Quotation/Tender Number Ta

Payment Method

Advanced Search
(Voucher Particulars,Quotation/Tender Reference,Pro

gggﬂuggdgg':%ggggh";;"ugﬂgﬁg::,:c;;;m;*;ym- Step 3. Click the checkbox next to [Copy From

@Seamh][@ﬁeset] VOUCher]




Create Payment Voucher by Copying from Existing Voucher [0 i10s Lodout 1 telo 1 228

Option 1: Copy from ‘create payment voucher’ pol Year: 20023 June 2003 19:30

[S-FBK01-01] FMP > Bookkeeping > Payment Voucher

Create New Voucher

Accounting Month (MY YY) 01/2003 ~
Voucher Type (GP) Payment voucher {Government Fund) v
Voucher No. GPOOO1-01

Copy From Voucher

Accounting Month (MM/YYYY) 01/2003 ~

Voucher Type

(PF) Provident fund voucher - DRSO & MPF

PF03/01-00023 +

Voucher No.

» Common Setup

> Budgeting ™ ormat of autoegerated voucher number: <Voucher Type Prefix=YY/MM -<system seguence no.>
' Bookkeeping nLreate Youcher

Search Voucher Details
Voucher Date (DOMARN YY) |

Voucher Status 811 e
Voucher Type |.ﬁ.11 s
Voucher No.

To

[] search Voucher(s) with Quotation/Ten
Quotation/Tender Number

Payment Method Step 4. Select the voucher to be copied under
Advanced Search [Copy From Voucher] section

(Voucher Particulars, QuotationTender Ref
Account Code,Accounting Line Particularg
Bank Ledger Code,Cheque Mo.,.Bank Partiq

@ Search ] [ I@ Reset ]

Step 5. Click [Create Voucher] button




Option 1: Copy from ‘create payment voucher’

Create Payment Voucher by Copying from Existing Voucher |55 1103 Lodout 1 e | 2X8E

ool Year: 2002 5 June 2003 15:50

» Common Setup
» Budgeting
' Bookkeeping

[S-FBK01-01] FMP > Bookkeeping > Payment Voucher

Add Voucher Details

Accounting Month (MM/YYYY) 01/2003

Voucher Type SEURERERt Step 6. Click [Save Voucher As Draft] or
Voucher No. GPO001-01 [Save Voucher] button to save the voucher
Voucher Date (DD/MM/YYYY) 31/01/2002  |E

Voucher Particul q q 3

S el il N\ ote: Voucher details will be copied by
Quotation/Tender Number 200301-PV-001

Gross Credit Amount $ 100.00 default. Users can update the voucher
N St Tk details before saving the voucher.

#Bottom

Accounting Line Information (Debit) R
Sch Level/Session v
Programme v
Account Code Br
Particulars
(Default same as Bank Particulars)
Amount $

Note: Programme is required for expenditure account only

[ Chart of Account [_@ Md @ Reset ]

Line Budget
1'

= | L 'anarymm CHIN - Chinese  |G1023001111 - AUTO CREATE | 100.00)
=  |accomT ‘

;Budget Cﬁgck: S- Sufﬂ:lent fund; | - Insufficient fund, N.'A - Not applicable

|

~Top

Note: Vouchs . ut the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number
ot be duplicated in future.
@Uoucher As Draft ][ Save Youcher ] ack




Option 2: Copy from ‘search payment voucher’

Create Payment Voucher by Copying from Existing Voucher [0 1103 Loout 1 el | X8R

ool Year: 2002 4 June 2003 15:50 |

= FMP
»  Comimon Setup
=  Budgeting

' Bookkeenino

[S-FBKO1-01] FMP > Bookkeeping > Payment Voucher

Create New Voucher

Accounting Month (MM/A™ ) 01/2003 -
Voucher Type (GF) Pavment woucher {Government Fund) -

Voucher No.
M Copy From Voucher
Accounting Month (MKA )

Voucher Type

Voucher No.

Mote: Format of auto generated voucher number: <Voucher Type Prefoc=""v /MM —<=system sequence no.>

[ Create ¥Youcher ]

earch Vioucher Letalls
Voucher Date (DOMARN YY)

Voucher Status

Step 1. Click [Bookkeeping] - [Payment Voucher] from

Voucher Type

S the left menu

[] search Voucher(s) with Quotation/T ) )
Quotation/Tender Number Step 2. Enter the search criteria

Payment Method (i) Either voucher date or voucher no. must be entered
ik PN (i) Enter other searching criteria. The searching phrase

P e adael LUnder [Advanced Search] section should consist of at least
(BR search ) [P reset | 2 characters.

Step 3. Click [Search] button




Create Payment Voucher by Copying from Existing Voucher |00 103 Losout 1 telp | 28

Option 2: Copy from ‘search payment voucher’ polYear 002 5 June 003 A0
[5-FBK01-02] FMP > Bookkeeping > Payment Voucher

Search Voucher Details
Voucher Date (DDMAMAY YY) |

Voucher Status A1l e

Voucher Type [411 v

Voucher No. [PF03/01- 00023 | o |

[] search Vou cher(s) with Quotation/Tender Number Only
Quotation/Tender Number To

Payment Method |.ﬂ\11 N

Advanced Search

(Voucher Particulars,Quotation/Tender Reference,Programme Code,
= EMP Account Code,Accounting Line Particulars,Amount,Payee’'s Name,
Bank Ledger Code,Cheque No.,Bank Particulars)

=  Comimon Setup Mote: Format of aute generated voucher number: <\Voucher Type Prefoc=yY /MM -=system sequence no.=

S ——

' Bookkeenino
O e

i PFEIE f01-0002.3 | zajolf2003 | tezttest 'LTnpcus ted

Note 1: Pust&d voucher is not allowed to delete

Mote 2: All vouchers of search
Step 4. Click the checkbox next to [Voucher o

(@)Y

Step 5. Click [Copy to] button




5/06/2003 11:03 Logout 1 Help | PXEE

Create Payment Voucher by Copying from Existing Voucher

ool Year: 2002 5 June 2003 15:50

Option 2: Copy from ‘search payment voucher’

[S-FBK01-01] FMP > Bookkeeping > Payment Voucher

Lo PESOSY SEE N P T N e

. ————— W WE W wmE

Accounting Month (MY YY) 01/2003 ~

Voucher Type (GP) Payment voucher {Government Fund) v

Voucher No. GPOOO1-01

Copy From Voucher

Accounting Month (MM/YYYY) 01/2003 ~

Voucher Type (PF) Provident fund voucher - DRSO & MPF v
¢ FMP .

Voucher No. PF03/01-00023 ~

» Common Setup
» Budgeting
«/ Bookkeenina

Note-Eg enerated voucher number: <Voucher Type Prefix=YY/MM -<system sequence no.>

nCreate Youcher

Search Voucher Details
Voucher Date (DOMARN YY) |

Voucher Status 811 e
Voucher Type [411 v|
Voucher No. | | Ta | |

[] search Voucher(s) with Quotation/Tender

Quotationftender Number Step 6. Fill in the new voucher essential
Payment Method g o
information

Advanced Search
(Voucher Particulars,QuotationTender Referen|
Account Code,Accounting Line Particulars,Am
Bank Ledger Code,Cheque Mo.,Bank Particula

@ Search ] [ I@ Reset ]

Step 7. Click [Create Voucher] button




Option 2: Copy from ‘search payment voucher’

Create Payment Voucher by Copying from Existing Voucher |55 1103 Lodout 1 e | 2X8E

ool Year: 2002 5 June 2003 15:50

v FMP
» Common Setup
» Budgeting
' Bookkeenina

[S-FBK01-01] FMP > Bookkeeping > Payment Voucher

Add Voucher Details

Accounting Month (MM/YYYY) 01/2003

Voucher Type SEURERERt Step 8. Click [Save Voucher As Draft] or
Voucher No. GPO001-01 [Save Voucher] button to save the voucher
Voucher Date (DD/MM/YYYY) 31/01/2002  |E

Voucher Particul q q 3

S el il N\ ote: Voucher details will be copied by
Quotation/Tender Number 200301-PV-001

Gross Credit Amount $ 100.00 default. Users can update the voucher
N St Tk details before saving the voucher.

#Bottom

Accounting Line Information (Debit) 0
Sch Level/Session v
Programme v
Account Code Br
Particulars
(Default same as Bank Particulars)
Amount $

Note: Programme is required for expenditure account only

[ Chart of Account [_@ Md @ Reset ]

Lme Budget

] l VPIIITI&I’W‘P-M ICHIN - Chinese ~ |61023001111 - AUTO CREATE |  100. UU‘
~ |ACCOUNT.

;Budget Check: S- Sufﬂ:lent fund; | - Insufficient fund, N.'A - Not applicable

|

~Top

Note: V » he system. If auto generated voucher number option has not been selected, please ensure that the same voucher number
¥ not be duplicated in future.
\Lﬁave Youcher As Draft ][ Save Youcher ||&a(k |




Update Payment Voucher

-Allows user to retrieve an existing payment voucher and update the voucher details.
-Only draft or unposted vouchers can be updated.

-Posted voucher will appear as read-only mode. All vouchers created in Staff Cost
Module can be enquired only but cannot be updated in Bookkeeping Module.

-Vouchers created in Capital Asset Register and Sales and Stock Modules cannot be
retrieved under this function.

-A voucher can be saved as either ‘Draft’ or ‘Unposted’.

-If the voucher is saved as ‘Draft’, the system will not go through budget check and the
voucher is not ready to be posted.

-If the voucher is saved as ‘Unposted’, the system will go through budget check and
voucher is ready to be posted.

-If the voucher to be updated was set to ‘Unposted’ status already, it cannot be saved
as ‘Draft’ status.

-If the payment method is “Cheque - With Printing”, then the printed cheque must be
printed and confirmed before posting.

Update Voucher : Slide 39



User: fannyl LastLogin: 05/06/2003 1103 Logout | Help | SPRCRGE

Update Payment VOUCher - Current School Year: 2002 5 June 2003 15:50

+ FMP

»  Comimon Setup
=  Budgeting

' Bookkeenino

[S-FBKO1-01] FMP > Bookkeeping > Payment Voucher

Create New Voucher

Accounting Month (MM ) 01/2003 -

Voucher Type (GF) Pavment woucher {Government Fund) -

Voucher No.
M Copy From Voucher
Accounting Month (MKA )

Voucher Type

Voucher No.

Mote: Format of auto generated voucher number: <Voucher Type Prefoc=""v /MM —<=system sequence no.>

[ Create ¥Youcher ]

rc ou r [1E]
Voucher Date (DOMARN YY) |

Voucher Status (1] . ]
Voucher Type Step 1. Click [Bookkeeping] - [Payment Voucher] from the left
Voucher No. menu

[] search Voucher(s)
Quotation/Tender Num

Step 2. Enter the search criteria

[ (i) Either the voucher date or the voucher no. must be entered
(Voucher Partioulars, (i) Enter other searching criteria. The searching phrase under
St e? [Advanced Search] section should consist of at least 2
EEWRIE h,racters.

Payment Method




User: fannyl LastLogin: 05/06/2003 1103 Logout | Help | TPRCEGE

Update Paym ent VOU Ch er Current School Year: 2002 5 June 2003 15:50

[S-FBKO1-01] FMP > Bookkeeping > Payment Voucher

Create New Voucher

Accounting Month (MM ) 01/2003 -
Voucher Type (GF) Pavment woucher {Government Fund) -
Voucher No.

B Copy From Voucher

Accounting Month (MM ™)

Voucher Type
T ER Voucher No.
»  Common Setup
»  Budgeting Mote: Format of auto generated voucher number: <\Voucher Type Prefoc=""rv/MM -<system sequence no.>
o' Bookkeebnino [ create Youcher |

Search Voucher Details
Voucher Date (DOMARN YY) |

Voucher Status 811 N

Voucher Type [411 v|
Voucher No. | | Ta | |
[] search Voucher(s) with Quotation/Tender Number Only

Quotation/Tender Number Ta

Payment Method

Advanced Search Step 3. Click [SearCh] button
(Voucher Particulars,QuotationTender Referen|
Account Code,Accounting Line Particulars,Am

3 gdger Code,Cheque No.,Bank Particula

Users can search for vouchers of any voucher
status.




User: fannyl LastLogin: 05/06/2003 1103 Logout | Help | TPRCEGE

Update Paym ent VOU Ch er Current School Year: 2002 5 June 2003 15:50

[5-FBK01-02] FMP > Bookkeeping > Payment Voucher
Search Voucher Details

Voucher Date (DDMAMAY YY) | i T

Voucher Status A11 “

Voucher Type [411 v )
S e - | Voucher status is
[] search Vou cher(s) with Quotation/Tender Number Only Shown he re
Quotation/Tender Number To

Payment Method |.ﬂ\11 N

Advanced Search
(Voucher Particulars,Quotation/Tender Reference,Programme Code,

= EMP Account Code,Accounting Line Particulars,Amount,Payee’'s Name,
Bank Ledger Code,Cheque No.,Bank Particulars)
=  Comimon Setup Mote: Format of aute generated voucher number: <\Voucher Type Prefoc=yY /MM -=system sequence no.=
> Budgeting

' Bookkeenino

vou{:her Date Gross {:redll Amount . Voucher

E.-’EII.-"EEIDE testtest
Note 1: Posted voucher is not allowed to delete

MNote 2: All vouchers of search result are exported

(Goows) (oo (Bimwert) Step 4. Click [Voucher No.] hyperlink

Note: Posted voucher and voucher created

in Staff Cost Module cannot be updated.




Update Payment Voucher

User: fannyl Last Login: 05/06/2003 11:03 Logout | Help | PRWRE
Current School Year: 2002 5 June 2003 15:50

>

>

/' Bookkeebina

[S-FBK01-03] FMP > Bookkeeping > Payment Voucher

Accounting Month (MM/YYYY) 01/2003

Voucher Type

Voucher No. PF03/01-00023
Voucher Date (DD/MM/YYYY) 27/01/2003
Voucher Particulars testtest
Quotation/Tender Number 200301 -PY-001
Gross Credit Amount $ 100.00

v FMP Voucher Status Tnposted

Provident fund voucher - DRSO & MPF (PF)

Update Voucher Details

Step 5. Update Voucher
Details, if necessary

Common Setup
Budgeting

Accounting Line Information (Debit)
Sch Level/Session

Programme v
Account Code
Particulars

(Default same as Bank Particulars)

Amount $

Note: Programme is required for expenditure account only

sBottom

Bank Ledger Information (Credit)

[ chart of Account ][@Md [_ [J Reset |

Primary/8

\CHIN - Chinese

\'T[' L I

I31023001111 - AUTO CREATE

lBudget Check: S - Suffment fund; 1 - Insufficient fund; N/A - Not applicable

(oae)

[ Save Youcher ] Preview & Print ][ <JBack ]

Budget Check:
S - Sufficient Fund

| - Insufficient Fund
N/A - Not Applicable



User: fannyl Last Login: 05/06/2003 11:03 Logout | Help | PRWRE

Update Payment Voucher ‘ Current School Year: 2002 5 June 2003 15:50

v FMP

>

>

Common Setup
Budgeting

/' Bookkeebina

[S-FBK01-03] FMP > Bookkeeping > Payment Voucher

Update Voucher Details

Accounting Month (MM/YYYY) 01/2003

Voucher Type Provident fund voucher - ORSO & MPF (PF)
Voucher No. PF03/01-00023

Voucher Date (DD/MM/YYYY) 27/01/2003

Voucher Particulars testtest

Quotation/Tender Number 200201-PV-001

Gross Credit Amount $ 100.00

Voucher Status Tnposted

sBottom

Accounting Line Information (Debit) Bank Ledger Information (Credit)

Sch Level/Session Primary /oM v )
Account Code Al accounting line(s)
Particulars testtest

(Default same as Bank Particulars)

Amount $ 100.00

Note: Programme is required for expenditure account only

(chart of Account | [ [] save | [ [ Reset |

Line Budget

Hf anmarymM‘ ’cmm - Chinese 'géggﬁgouu - AUTO CREATE | 100. 00‘ D
|

|Budget Check. S - Suffment fund; | - Insufficient fund; N/A - Not applicable

(Zoeew)

~Top

[ Save Youcher ] Preview & Print ][ <JBack ]




Update Payment Voucher

User: fannyl LastLogin: 05/06/2003 11:03 Logout | Help | PIRERE
Current School Year: 2002 5 June 2003 15:50

¢ FMP

» Common Setup
» Budgeting

«/ Bookkeenina

[S-FBK01-03] FMP > Bookkeeping > Payment Voucher

Update Voucher Details

Accounting Month (MM/YYYY) 01/2003
Voucher Type Provident fund voucher - ORSO & MPF (PF)

Voucher No. PF03/01-00023
Voucher Date (DD/MM/YYYY) 27/01/2003

Voucher Particulars testtest
Quotation/Tender Number 200301 -PY-001

Gross Credit Amount $ 100.00
Voucher Status Unposted

Accounting Line Information (Debit Bank Ledger Information (Credit)
Bank Ledger Code - Government Fund «

Payment Method Cheque - Without Printing

Payee's Name Required for “"Cheque - With Printing

Cheque No. Leave Blank for "Cheque - With Printing

Bank Particulars testtest
(Default same as Voucher Particulars)

Step 7. Click [Bank Ledger Information (Credit)] hyperlink

Note: When user shifts to [Bank Ledger Information (Credit)] link, the previously
inputted Accounting Line Information (Debit) will be auto-saved and added.

Step 8. Update bank ledger information if necessary




User: fannyl Last Login: 05/06/2003 11:03 Logout | Help | PRWRE

Update Payment Voucher

Current School Year: 2002 5 June 2003 15:50

[S-FBK01-03] FMP > Bookkeeping > Payment Voucher

Update Voucher Details

Accounting Month (MM/YYYY) 01/2003

Voucher Type Provident fund voucher - ORSO & MPF (PF)
Voucher No. PF03/01-00023

Voucher Date (DD/MM/YYYY) 27/01/20032

Voucher Particulars testtest

Quotation/Tender Number 200301-P¥-001

Gross Credit Amount e

* FMP Voucher Status

» Common Setup

» Budgeting

«*_Bookkeenina Accounting Line Information (Debit Bank Ledger Information (Credit)
Bank Ledger Code G5001 - Bank - Government Fund «
Payment Method Cheque - Without Printing

Payee's Name Required for "Cheque - With Printing”

Cheque No. Leave Blank for "Cheque - With Printing’

Bank Particulars testtest
(Default same as Voucher Particulars)

Step 9a. For unposted voucher, user is

Note 1: Payee's Name is required for "Cheque - With Printing”. This is optional

_ : Ll allowed to save voucher as unposted only.
Note 2: Cheque No. should be left blank for "Chegque - With Printing™. This is opf]

pmiew&p.,-.,t]( o] Click [Save Voucher] to save the voucher.




User: fannyl LastLogin: 05/06/2003 11:03 Logout | Help | PRHRE

Update Paym ent VOUCher e Current School Year: 2002 5 June 2003 15:50

[S-FBK01-04] FMP > Bookkeeping > Payment Voucher

Add Voucher Details

Accounting Month (MM/AYYYY) 01/2003

Voucher Type Payment voucher (Government Fund) (GP)
Voucher No. GPOO0O1-01

Voucher Date (DD/MM/YYYY) 31/01/2003

Voucher Particulars Voucher Particulars

Quotation/Tender Number

Gross Credit Amount : WLl

Voucher Status

Accounting Line Information (Debit) Bank Ledger Information (Credit)
- Bank Ledger Code 65001 - Bank - Government Fund w
Payment Method Cheque - Without Printing +

Payee's Name Required for "Cheque - With Printing’

Petty Cash Vd
Cheaue Printi

Cheque No. Leave Blank for "Cheque - With Printing’

Bank Particulars
(Default same as Voucher Particulars)

Note 1: Payee’'s Name is reguired for "Cheque - With Printing™. This is optional for "Cheque - Without Printing™.
Note 2: Cheque No. should be left blank for "Chegue - With Printing”™. This is optional for "Cheque - Without Printing™.

Note: Voucher number must be unique throughout the system. If auto generateds N

will not j ‘ S ) o ; -
d“““"““‘ Step 9b. For draft voucher, user is allowed
Save Youcher As Draft ][ Save Youch <JBack ) )
‘D] to save voucher as draft or unposted. Click
[Save Voucher As Draft] or [Save Voucher]
to save the voucher.




Print Payment Voucher

-Allows user to print payment voucher detailed information under ‘Draft’, ‘Unposted’
and ‘Posted’ status.

-User should print out a payment voucher under ‘Unposted’ status and submit it to
supervisor together with supporting documents such as invoice and cheque for checking
first. After that, Principal can approve this voucher by signing on the designed position
of the voucher.

Print Voucher : Slide 48




User: fannyl Last Login: 05/06/2003 11:03 Logout | Help | PRWRE

Print Payment Voucher Current School Year: 2002 5 June 2003 15:50

[S-FBK01-03] FMP > Bookkeeping > Payment Voucher

Update Voucher Details

Accounting Month (MM/YYYY) 01/2003
Voucher Type Provident fund voucher - ORSO & MPF (PF)
Voucher No. PF03/01-00023
Voucher Date (DD/MM/YYYY) 27/01/2003
Voucher Particulars testtest
Quotation/Tender Number 200301 -PV-001
Gross Credit Amount $ 100.00
v FMP Voucher Status Unposted

» Common Setup

» Budgeting

«/_Bookkeenina Accounting Line Information (Debit Bank Ledger Information (Credit)
Bank Ledger Code G5001 - Bank - Government Fund «
Payment Method Cheque - Without Printing
Payee's Name To print payment voucher, follow the steps for

¢ ’ . .

Cheque No. Update Payment Voucher’ to view details of a

particular voucher.

Bank Particulars testtest
(Default same as Voucher Particulars)

Note 1: Payee's Name is required for "Cheque - With Printing”. Thig
Note 2: Cheque No. should be left blank for "Cheque - With Printing

e ey 2R report page (PDF format) will pop up.

Step 1. Click [Preview & Print] button




Print Payment Voucher
- T I Ty = ~ "@|%*§E@ﬁ]‘3

Address |g“| http: ) pan)jsp rpt/viewPreviewFile, jsprtype=RafieMame=Fmp/17006_1059032965751, pdf j E-’f"Gu Links **

B me-Ag02E|K 4 Mes|eh= -a|0O0@E|m-|A
[vaNg-8||E-7 -2 ||®-
i
H]] E-FBEOOG-E LUI KEE SECOMDARY SCHOOL
EBAYMENT VOUCHER (UMBOSTED)
Sch Level/Session : ALL Frint By :  fannyl
- Accounting Month : D9/2001 Date r 240772003
Voucher Mo HRHange : GPO201-01 to GPOS01-01 {Sort by} Time H 15:49
g Fage H 1 of 1
LINE ACCOUNT BAMOUNT PROGRAMME
HO CODE ACCOUNT MAME DEBIT CREDIT PARTICULARS CODE  PROGRAMME MAME
§ §
30/09/2001 YVoucher MNo.: GP0801-01 (Unposted) Voucher Particulars: Books
1 G1l004005001  Grant Expenses 2,500.00 Biooks oool MATHS
2 G5001 Bank - Government 2,500.00 Books
Fund
otal : 2,500.00 2,500.00 . .
e Step 2. Select Print Function from
the pop-up window and print the
voucher through local printer
Chegue Mo H Fayable To :
Other Remarks (If any} :
Prepared By : \ Checked By : Approwved By @
Late : ™ : Date H
Remarks field is for user
to fill in manually
dJ AT v M 29p7x2009 A8 |0 = & 4]
|ﬂj Done l_l_l_ (2 Local intranst



Delete Payment Voucher

- Allows user to delete a draft or unposted voucher.

- Posted voucher, voucher created in Staff Cost Module and payment voucher with
confirmed system-printed cheque cannot be deleted.

- All deleted vouchers will be captured in “List of Deleted Vouchers (R-FBK040-E)”
report.

- Deleted vouchers cannot be retrieved in all other online functions.
- Deleted voucher number cannot be re-used.

- Manual input cheque number and system cheque number of the deleted voucher
cannot be re-used.

- When deleting an unposted voucher, actual income / expenditure captured in the
approved budget will be rolled back.

Delete Voucher : Slide 51




User: fannyl LastLogin: 05/06/2003 1103 Logout | Help | TPRCEGE

Delete Payment Voucher Current School Year: 2002 5 June 2003 15:50

v FMP

|2

|2

Common Setup
Budgeting

' Bookkeenino

[5-FBK01-02] FMP > Bookkeeping > Payment Voucher

Search Voucher Details

Voucher Date (DDMAMAY YY) | i T
Voucher Status A11 “

Voucher Type [411 v
Voucher No. [PF03/01 - 00023 | To |
[] search Vou cher(s) with Quotation/Tender Number Only

Quotation/Tender Number To

Payment Method |.ﬂ\11 N

Advanced Search

(Voucher Particulars,Quotation/Tender Reference,Programme Code,
Account Code,Accounting Line Particulars, Amount,Payee’s Name,
Bank Ledger Code,Cheque No.,Bank Particulars)

Mote: Format of aute generated voucher number: <\Voucher Type Prefoc=yY /MM -=system sequence no.=

o I I —— ‘*‘"“’ ‘o |
ool el
M |PFEIEFEII -00022 28701/ 2003 Itesttest 1IZIIZI IZIEI ILTnpu:usted

Note 1: Posted voucher is not allowed to delete
MNote 2: All vouchers of search result are exported

(& copy o ] (S nelete ][ Y Export | To delete payment voucher, follow the steps
for ‘Update Payment Voucher’ to search for
voucher(s) to be deleted.

Step 1. Select the checkbox(es) next to
[Voucher No.]




User: fannyl LastLogin: 05/06/2003 1103 Logout | Help | TPRCEGE

Delete Payment Voucher | o Current School Year: 2002 5 June 2003 15:50

[5-FBK01-02] FMP > Bookkeeping > Payment Voucher
Search Voucher Details

Voucher Date (DDMAMAY YY) | il 7o

Voucher Status A1l v

Voucher Type [411 v
ST [PF03/01-00023 | To | |
[] search Vou cher(s) with Quotation/Tender Number Only

Quotation/Tender Number To

Payment Method |.ﬂ\11 N

Advanced Search
{(Voucher Particulars,Quotation/Tender Reference,Programme Code,

= EMP Account Code,Accounting Line Particulars,Amount,Payee’'s Name,
Bank Ledger Code,Cheque No.,Bank Particulars)
=  Comimon Setup Mote: Format of aute generated voucher number: <\Voucher Type Prefoc=yY /MM -=system sequence no.=

T

' _Bookkeenino
7Lr'at:nm::ht.'z-r Date Gross {:redll Amount Voucher
PFO2/01-00023 28 f 012003 tezttest 10000 I.Tnpcus ted

Note 1: Pust&d voucher is not Elltl\.'-'&d to delete
MNote 2: All vouchers of search result are exported

g Copy to lf, Export

~Top

Step 2. Click [Delete] button




Export Payment Voucher

- Allows user to export the detailed information of payment vouchers with status of
‘Draft’, ‘Unposted’ and ‘Posted’.

Export Payment Voucher : Slide 54



User: superl Login Time: 20/01/2017 09:26 Logout | Help I %

Expo rt Paym ent VOUCher RICTED) Current School Year: 2007 20 January 20

[S-FBK01-02] FMP > Bookkeeping = Payment Voucher

Search Voucher Details

oL LT D [31/07/2016 To [31707 /2014

Voucher Status a1l (V]

Voucher Type 411 M
Voucher No. | | To | |
[] search Voucher(s) with Quotation/Tender Number Only

Quotation/Tender Number To

Payment Method 411 v

Advanced Search

(Voucher Particulars,QuotationTender Reference,Programme Code,
Account Code,Accounting Line Particulars,Amount,Payee’s Name,
Bank Ledger Code,Cheque No.,Bank Particulars)

Mote: Format of auto generated voucher number: <Voucher Type Prefic=yY /MM -<system sequence no.=

' FMP % Search R':] Back

» Common Setup
Vou{:her Date Gross Credit Amount Vouche|
OE=TuT I e e T
CP.IE.-‘D'? 00ons 31.-’0'?.-’2016 [bir-conditioner in EM2OZ 25,000_00 Pu:usted

] £416/07-00006 a1/07/2016 A1 1 - Covidit e B QL O

» Budgeting

* Bookkeeping

] FRODZA 3140772018 iTesti

To export payment voucher, follow the steps
for ‘Update Payment Voucher’ to search for
voucher(s) to be exported.

MNote 1. Posted voucher is not allowed to delete
Mote 2: All vouchers of search resylt are exported

Month End &l Copy o

Pre-Year End
Year End

Step 1. Click [Export] button




Export Payment Voucher

S b
D E@Cup

Paste
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HOME

Clipboard
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fok_export (1)xls [Compatibility Mode] - Excel
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Note:

» Structure of Autogen & Manual voucher no.:

a) Autogen- <Voucher Type Prefix>YY/MM>-<System Sequence no.> (Total 13 characters)

b) Manual- Maximum 12 characters (10 digits for users to manually input the voucher
number and 2 for the voucher prefix)

» Update Voucher
a) Draft or unposted voucher is allowed for updating
b) Payment method of unposted voucher cannot be changed

c) For unposted voucher with confirmed print cheque, total debit amount cannot be
changed

d) Voucher created in Staff Cost Module cannot be updated in Bookkeeping

» Voucher not allowed to be deleted

a) Posted voucher

b) Voucher created in Staff Cost Module

c¢) Voucher already with confirmed print cheque

» Implication on voucher deletion
a) Voucher no. cannot be re-used
b) Deleted voucher can be viewed in List of Deleted Vouchers report (R-FBK040-E)

c) Receipts and committed amount of the approved budget will be rolled back when
deleting unposted voucher



+Voucher Default Date Value: last date of the selected accounting month.

¢ Information in voucher details/accounting line/ bank particulars:
a)Voucher particulars: Mandatory

b)Bank particulars: follow (a) if leaving it blank Press
c)A/C line particulars: follow (b) if leaving it blank ESCAPE

to return

¢+ Payment Method:
a)Cheque - With Printing (system cheque)
b)Cheque - Without Printing (manual cheque)

¢ Default Bank Ledger Code is defined in Voucher Type Maintenance under Common Setup.

+When filling in voucher information, if the desired programme or account code has not
been created or the code is not active, user is allowed to link to COA - Account Code
Maintenance to create a new programme or a hew account code or to set the status of

the code as active.

+0nce a voucher is saved as 'Unposted’, it is not allowed to be re-saved as ‘Draft’. Upon
saving a voucher as 'Unposted’, budget check will be performed (based on the budget
check option defined in Common Setup - School Accounting Information) if the budget of
the selected accounting year has been approved.

Payment Voucher+ : Slide 58



