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Bookkeeping - Receipt Voucher

« Create a new receipt voucher in any one of the ‘opened’ accounting months.

» Receipt voucher can be created either from scratch or by copying from an
existing receipt 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 receipt voucher for verification and approval.

Receipt Voucher : Slide 2



Input Structure of Receipt Voucher

+Voucher Details

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

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

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

Input Structure : Slide 3



Input Structure of Receipt Voucher

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

-A voucher should have one or more accounting lines as the Credit 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.

-Receipt voucher is normally for recording income item. Abnormal line message will be
displayed if credit Expenditure / Liability Account Code is entered. The voucher is still

saved anyway.

Input Structure : Slide 4



Input Structure of Receipt Voucher

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

-User is required to select bank ledger code.

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

Input Structure : Slide 5



Create Receipt Voucher

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

-Other than creating Bookkeeping receipt voucher, user can also create Sales and Stock
receipt voucher. User can choose to create receipt voucher of any voucher types under
Receipt Voucher.

-Sales and Stock receipt voucher created in Bookkeeping Module can be retrieved in
Sales and Stock functions after the voucher has been posted. User can then fill in the
stock details in Sales and Stock Module.

Create Voucher : Slide 6




Create Receipt Voucher

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

Current School Year: 2002 24 July 2003 15:57

= Bookkeeping

Payment You

[S-FBKOG-01] FMP > Bookkeeping > Receipt Youcher

Craate New Yauchar

Accounting Momnth (b I oarzon vl
Voucher Type |{GR} Bookkeeping Receipt Voucher (Government Fund) j
Voucher No. | At

| | Copy From VYoucher

Accounting Mornth (s
Youcher Type

Voucher No.

EIEIJ

Mote: Format of auto generated voucher number: =%oucher Type Prefix="%"% M -=zystem sequence no.=

[ Create ¥Youcher ]

Search Voucher Details
Voucher Date ([DDMMAY YY) i =

Voucher Status Step 1. Click [Bookkeeping] - [Receipt
Voucher Type Voucher] from the left menu

Voucher No.

Advanced Search
(Voucher Particulars,Account Code, Accounting Line P

Bank Ledger Code,Bank Particulars) information

(B search ) (B reset ] (Select the Accounting Month, Voucher Type and
Voucher No.)

Step 2. Fill in the new voucher essential




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

¢ Bookkeeping

Payment You

Create Receipt Voucher Current School Year: 2002 24 July 2003 15:57
[S-FBKOG-01] FMP > Bookkeeping > Receipt Youcher
Create New Youcher
Accounting Month (s I 092004 vl
Voucher Tvpe |{GR} Bookkeeping Receipt Woucher (Gavernment Fund) j
Voucher No. |0901_|31
| | Copy From VYoucher
Accounting Mornth (s | vl
Voucher Type | vI
Voucher No. I vI

MOt rrme———ts oenetated voucher number: =%oucher Type Prefix=""% MM -=zystem sequence no=
‘ Create ¥Youcher

Search Voucher Details
Voucher Date (DDA Y

Step 3. Click [Create Voucher] button

Voucher Status

Voucher Type Note: Voucher no. will be brought over to the
Voucher No. next Step.

Advanced Search
{(Voucher Particulars,Account Code, Accounting
Bank Ledger Code,Bank Particulars)

@ Search ] [ @ Reset ]




Create Receipt Voucher

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE
Current School Year: 2002 24 July 2003 15:57

¢ Bookkeeping

Payment You

[S-FBKO6-03] FMP > Bookkeeping > Receipt Youcher

Add Vauchear Datails

Accounting Month (s o0l

Voucher Type Booklesping Receipt Voncher (Govemrnent Fund) (GR)

Voucher No. [oe01-01 By default 5

Voucher Date (DDMb ) EVR A [Vo ucher Date]
Voucher Particulars | iS the laSt day Of
Gross Debit Amount F0.00 .
Uuucher Status the Account]ng

Month

Accounting Line Information (Credit) Bank v edger Information (Debit)

Sch Level/Session Secondary W hole Day
Programme | j
S LI E Step 4. Fill in the voucher details

Particular |
(Default zame as Bank Particular)

Amount % |

Miote: Programime is required for expenditure account only

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

~Top

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

Pleaze add accounting line information




Create Receipt Voucher

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE
Current School Year: 2002 24 July 2003 15:57

¢ Bookkeeping

Payment You

—
Miate: Programime is required far expendiure account only

[S-FBKO6-03] FMP > Bookkeeping > Receipt Youcher

Add Youcher Details

Accounting Month (s o0l

Voucher Type Booklesping Receipt Voncher (Govemrnent Fund) (GR)
Voucher No. |gg:.1_01

Voucher Date (DO ) 204002001

Voucher Particulars | Salary

Gross Debit Amount 000

Voucher Status Divaft

#Bothom
e |nl'inr_-| I ina Infarmatinn ifl"‘rnrlilfh Panlk: 1 admor Infarmatigpy Dehit
Sch Level/Session SecondaryWhols Day
Programme | j
Account Code %i I—

Particular |
(Default zame as Bank Particular)

Amount % |

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

Mote: Woucher number must be unigue throughout the system. If auto generstg
will not be duplicated in future.

Step 5. Fill in the fields of Accounting Line
Pleasze add accounting line informstion Info rm atlon (Cred]t)



Create Receipt Voucher

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE
Current School Year: 2002 24 July 2003 15:59

¢ Bookkeeping

Payment You

[S-FBKO6-03] FMP > Bookkeeping > Receipt Youcher

Add Youcher Details

Accounting Month (s o0l

Voucher Type Bockkeeping Reveipt Voncher (Govemmoent Fund' (GE

Voucher Mo. [0%01-01 Step 5a) Add ACCOUﬂting Line
Voucher Date (DO ) 204002001

bR L TS |Salaxy i) Select School Level/ Session
Gross Debit Amount Focn .

Voucher Status Draft ii) Select Programme

ACCOURTING LINe INTOrmaton (Credn) bi hk Ledger Information (Debit)
Sch Level/Session SecondaryWhols Day
Programme | j

RO oy

57 [G100005501

Particular |
(Default zame as Bank Particular)

Amount % | 0000

Miote: Programime is required for expenditure account only

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

~Top

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

Pleaze add accounting line information



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

Create Receipt Voucher Current School Year: 2002 24 July 2003 15:59

[S-FBKO6-03] FMP > Bookkeeping > Receipt Youcher

Add Youcher Details

Accounting Month (s DRf2001

Voucher Type Booklesping Receipt Voncher (Govemrnent Fund) (GR)

L0 2 (0, j0501-01 Step 5a) Add Accounting Line
Youcher Date (DDMRM ) 00001

Voucher Particulars |Sala.r5r

Gross Debit & iii) Enter account code

Rty Entry of account code:
Method 2

Click the search icon

¢ Bookkeeping

Payment You Bank Ledger Information (Debit
. Sch Level/Session SecondaryWhols Day
Programme j
Account Code ST 004005501 i
. DI d O OdeE
Particular |
(Default zame as Bank Particular) ~ 0Qq
Amount $| 000
C C d O OdeE

Miote: Programime is required for expenditure account only

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

~Top

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

Pleaze add accounting line information




Create Receipt Voucher

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

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

Input Account Code
Account Code

Option B) Enter
account code
directly and

<

<

Step 5a) Add Accounting Line

iii) Enter account code (Method 2)

A

®ser Defined Order
C'Accuunt Code

(18 ) i click [Cop

Search Account Code

Fund Source & Ledger Code |11?Dl - Grants outside OEBY ECEBG

Sub-Ledger Code | v |

Account Code

Select Close

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 Receipt Voucher

[S-FBE01-03] 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




Create Receipt Voucher

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE
Current School Year: 2002 24 July 2003 15:59

= Bookkeeping

Payment You

[S-FBKO6-03] FMP > Bookkeeping > Receipt Youcher

Add Youcher Details

Accounting Month (s o0l
Voucher Type Bookkeeping Rersipt Wourher (CGovemmment Fund) (GF)

Voucher No. [0e01-01
Voucher Date (DOMMA™ ™) 0800

Voucher Particulars [Salary

Gross Debit Amount Fom
Voucher Status Diraft

#Botbom
Accounting Line Information (Credity _ _________|Bank Leduer Information (Debit)
Sch Level/Session Secondary W hole Day
Programme | j
Account Code %i IW Cooant Tnoomne

Particular |
(Default zame as Bank Particular)

Amount % | 0000

Miote: Programime is required for expenditure account only

T Chart of Account | (|1 Add ) [ [ Reset | [ <Jeack ) Step 5a) Add Accounting Line

Mate: YWoucher number must be unigue throtny
will not be duplicated in future.

CLGEERERIEE |f the desired account code/ programme &
code cannot be found, click [Chart of
Please add accourting line informstion Account] button to add the code or set

the effective status.



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

Create Receipt Voucher

Current School Year: 2002 24 July 2003 15:59

[S-FBKO6-03] FMP > Bookkeeping > Receipt Youcher

Add Youcher Details

Accounting Month (b ey CRf2001

a http://192.168.6.151 /jsp/fcs/ coa/maintainAccount.do?caller =COA - Microsoft Internet Explorer - |EI|£|

[S-FCSO7-01] FMP = Common Setup > Chart of Account Maintenance > Account

EMB-Defined Code Source of Fu Programme | Ledger Sub-Lengr Blnk Informiaton
Source of Fund Code ALL - | |

Ledger Code |g|_|_ j e

Sub-Ledger Code | ALL j ottom

= Bookkeeping

e | Account Type IP-.LL 'I .

= Account Range From | ALL \

To JaLL \
@Seanh]@ﬂdd][@hset]

Lef L

Step 5a) Add Accounting Line

—Top

ket

A new pop up window is displayed. |
User can create new account or
programme code, or to set the
effective status of the code

Pleaze add accounting line information




Create Receipt Voucher

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

Current School Year: 2002 24 July 2003 15:59

[S-FBKO6-03] FMP > Bookkeeping > Receipt Youcher

Add Youcher Details

Accounting Month (s o0l

Voucher Type Booklesping Receipt Voncher (Govemrnent Fund) (GR)

Voucher No. |gg:.1_01

Voucher Date (DO ) 204002001

Voucher Particulars | Salary

R pom Step 5a) Add Accounting Line

= Bookkeeping

Payment You Accounting Line Information {Credit)

. Sch Level/Session Secondary W hole Day
Programme |
R (] B [CIoodo0siol o Cooans foence

iv) Enter Particulars (optional)
v) Enter Amount

Particular |
(Default zame as Bank Particular)

Amount % | 0000

Miote: Programime is recuirec] ke CENC U S SoooUnt oy

[Ehart of Account l@ [) Reset

will not be duplicated in future.

Pleaze add accounting line information

Mote: Woucher number must be unigue throughout Thegy Step 5a) Add ACCOU nt] ng L]ne

~Top

E enzure that the zame voucher number

vi) Click [Add] button



Create Receipt Voucher

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE
Current School Year: 2002 24 July 2003 15:59

¢ Bookkeeping

Payment You

[S-FBKO6-03] FMP > Bookkeeping > Receipt Youcher

Add Youcher Details

Accounting Morth (b
Voucher Type

Voucher No.

Voucher Date (DOMMA™ ™)
Voucher Particulars

Gross Debit Amount

Account Code

Particular
(Default zame as Bank Particular)

Amount

Miote: Programime is required for expendiure account only

02001
Booldeeping Receipt Woucher (Govemment Fund) (GR)

050101
00972001

Bank L edger Information (Debit)

Step 5a) Add Accounting Line

| User can add more accounting
sl lines by repeating step 5a).

[ Chart of Account ][-@ Add ] [ [) Reset ]

|| Line

Ho.
r 1

Sch Level’Session

ach Levelsession Account Code :
seoondary Whale Day - 1004005501 - Grant Ineomme S0.000.00

Programime Account Code Amount Budget Check

Budget Check: S - Sufficiert fund, | - Insutficient fund, MNAA& - Mot applicable

‘}% _I]e!ein

~Top

Mote: “oucher number must be unigue throughout the system. If auto genersted voucher number option has not been selected, please ensure that the same voucher number

weill not be duplicated in future.

[ Save Youcher As Draft ] [ Save Youcher ][ <] Back ]




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

Create Receipt Voucher Current School Year: 2002 24 July 2003 15:59

[S-FBKO6-03] FMP > Bookkeeping > Receipt Youcher

Add Youcher Details

Accounting Month (b CRf2001
Voucher Type Bookkeeping Rersipt Wourher (Covemmment Fund) (GF)
Voucher No. [0s01-01
Voucher Date (DOMRN YY) 30001
Voucher Particulars | Calary
Gross Debit Amount F 2000000
Voucher Status Diaft
¢ Bookkeeping #Bottom
Payment You Accounting Line Information {Credit) Bank | adaar Informatinn (Nahith
: R Ismm o Dy - Step 5b) Update Accounting Line
Account Code EE I—
Particular | ]) Click the [Line NO] of the

(Default zame as Bank Particular)
Amount $|

Miate: Programime is required far expenditure account only

[ Chart of Account ]@ Add ] [ [) Reset ]

Sch Leve!5ession Account Code Budget Check
]
- GLO0HO0550] - Grrant Inoorme S0,000,00

accounting line

~Top

Mote: “oucher number must be unigue throughout the system. If auto genersted voucher number option has not been selected, please ensure that the same voucher number
weill not be duplicated in future.

[ Save Youcher As Draft ] [ Save Youcher ][ <] Back ]




Create Receipt Voucher

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE
Current School Year: 2002 24 July 2003 15:59

¢ Bookkeeping

Payment You

[S-FBKO6-03] FMP > Bookkeeping > Receipt Youcher

Add Youcher Details

Accounting Morth (b

Voucher Type ing Recel Step 5b) Update Accounting Line
Youcher No.

Vioucher Date (DDMMIYYYY) ii) Update the accounting line
Voucher Particulars _I N fO rma tion

Gross Debit Amount

Youcher Status

~Bottom
Accounting Line Information {Credit) Bank | edoger Information (Debit)
Sgh LevelSession SEoomeEr VW hole Liay
Prpgramine | j
“]““““‘ Code BR [GIO0I005501 | Gramt Tnoorme
]

rticulars |Sala.r§r

[Dfault zame as Bank Particulars)

Arpount % | ED000,00

Mote: Programme is requirerTture accaunt anly

[ chart of Account QLE Save |

e
Mo. §
erondary Whole Day 1004005501 - Grant Ineomme S0.000.00

Budget Check: S - Sufficiert fund, | - Insutficient fund; MA& - Mot applicsﬁ\ . o
Step 5b) Update Accounting Line

iii) Click [Save] button
Mote: “oucher number must be unigue throughout the system. If auto genersted voucher numi
weill not be duplicated in future.

[ Save Youcher As Draft ] [ Save Youcher ][ <] Back ]




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

Create Receipt Voucher

Current School Year: 2002 24 July 2003 15:59

[S-FBKO6-03] FMP > Bookkeeping > Receipt Youcher

Add Youcher Details

Accounting Month (s 0|

Voucher Type Booklkesping Receipt Voncher (Govemrnent Fond) (GR)
Voucher No. |gg:.1_01

Voucher Date (DOmbas ) 204002001

Voucher Particulars | Salary

Gross Debit Amount

Step 5c¢) Delete Accounting Line

F50,000.00
Diaft

o Bottom
1 ) Se leCt the C heC kbOX ( €s ) n eXt tO Bank L edger Information (Debit)

the line no. Ifﬁmondawwholenay S
B

Account Code

Particular |
(Default zame as Bank Particular)

\:.muunt % I—

ote: Programme is reguired for expenditure account only

[\Ehart of Account @Md @Reset

Ho.
erondary Whole Day GlCOdCOEEOI Crrant Incorme 50 000,00

Ch k: = - Sufficient fund; | - Insuffi I'Itde."AND‘t licakl
e [ eI e Step 5¢) Delete Accounting Line

ii) Click [Delete] button ~Top

Mote: “oucher number must be unigue throughout the system. If auto geners B zame voucher number

weill not be duplicated in future.
[ Save Youcher As Draft ] [ Save Youcher ][ <] Back ]




Create Receipt Voucher

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE
Current School Year: 2002

24 July 2003 15:39

= Bookkeeping

Payment You

[S-FBK06-03] FMP > Bookkeeping > Receipt Youcher Step 6. Click [Bank Ledger Information (Deblt)]
hyperlink to fill in bank ledger information

Add Youcher Details
Accounting Morth (b

Voucher Type e Note: When user shifts to [Bank Ledger
Voucher No. . Information (Debit)] link, the previously

Voucher Date (DOMMA™ ™)
Voucher Particulars

Gross Debit Amount
Youcher Status

#Botbom
Accounting Line Information (Credit) Bank Ledger Information (Dehit)
Sch Level/Session SecondaryWhole Day
Programme | j
Account Code %—l I—

Particular |
(Default zame as Bank Particular)

Amount % |

Miate: Programime is required far expenditure account only

Ehartufnccuunt @Md @Reset

e e
Ho.
erondary Whole Day GlCOdCOEEOI Crrant Incorme 50 000,00

Budget Check: S - Sufficiert fund, | - Insutficient fund; MA& - Mot appllcable

~Top

Mote: “oucher number must be unigue throughout the system. If auto genersted voucher number option has not been selected, please ensure that the same voucher number
weill not be duplicated in future.

[ Save Youcher As Draft ] [ Save Youcher ][ <] Back ]




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

Create Receipt Voucher

Step 7. Fill in Bank Ledger Information (Debit)

[S-FBKOG6-04] FMP > Bookkeeping > Receipt Youcher

i) Select Bank Ledger Code

Add Youcher Details
Accounting Morth (b

Voucher Type e Default bank ledger code of the selected
Voucher No. : voucher type will be selected by default.

Voucher Date (DOMMA™ ™)
Voucher Particulars

Gross Debit Amount
Youcher Status

= Bookkeeping +Bottom
Payment You Accounting Line Information {Credit Bavx Ledger Information (Debit)

. Bank Ledger Code | 35001 - Bank - Government Fund x|

Bank Particular |
(Default zame as YWoucher Particulars)

~Top

Mote: “oucher number must be unigue throughout the system. If auto genersted 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 ][ <] Back

Step 7. Fill in Bank Ledger Information (Debit)

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

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




Create Receipt Voucher

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

Current School Year: 2002 24 July 2003 16:00

¢ Bookkeeping

Payment You

[S-FBKOG6-04] FMP > Bookkeeping > Receipt Youcher

Add Youcher Details

Accounting Month (b ey CRf2001

Voucher Type Booklesping Receipt Voncher (Govemrnent Fund) (GR)

Step 7. Fill in Bank Ledger Information (Debit)

Youcher No.
Voucher Date (DOMMA™ ™)

Voucher Particulars

Gross Dehit Amount | i) Fill in Bank Particulars (Optional)
Voucher Status

#Botbom
Accounting Line Information {Credit) Bank Ledger Information (Debit)
Bank Ledger Code | 35001 - Bank - Government Fund x|

Bank Particular |
(Default zame as YWoucher Particulars)

~Top

Mote: “oucher number must be unigue throughout the system. If auto genersted 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 ][ <] Back ]




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

Create Receipt Voucher

Current School Year: 2002 24 July 2003 16:00

[S-FBKOG6-04] FMP > Bookkeeping > Receipt Youcher

Add Youcher Details

Accounting Month (b ey CRf2001
Voucher Type Booklesping Receipt Woncher (G

Step 8. Save Voucher

Voucher No. [0e01-01
Voucher Date (DOMMA™ ™) 0800

Voucher Particulars oy Step 8a) Save voucher as draft

Gross Debit Amount F 2000000
Voucher Status Diraft

i) Click [Save Voucher As Draft] button

= Bookkeeping

Payment You Accounting Line Information {Credit) : NO bUdget CheCk WI ll be performed :

. Bank Ledger Code ETE R - Draft voucher can be retrieved for
Bank Particul 1
(DaerflaurtZar:'u[;ua:r\-’Ducher Particulars) I updat]ng and Saved as draft or

unposted subsequently.

Mote: “oucher number must be unigue throughout the system. If auto genersted vouchy ure that the same voucher number

swll ; : .
( Save Youcher As Draft ,Baue Youcher ][ <:]Back]
i

\




Create Receipt Voucher

User: fannyl LastLogin: 24/07/2003 11:24 Logout | Help | TPRCRGE
Current School Year: 2002 24 July 2003 16:00

= Bookkeeping

Payment You

[S-FBKOG6-04] FMP > Bookkeeping > Receipt Youcher

Add Youcher Details

Accounting Morth (b
Voucher Type

Voucher No.

Voucher Date (DOMMA™ ™)
Voucher Particulars

Gross Debit Amount
Youcher Status

0Rf2001
Booldeeping Receipt Woucher (Govemment Fund) (GR)

[os01-01
02001
[Salary

F50,000.00
Diaft

Accounting Line Information {Credit)
Bank Ledger Code

Bank Particular
(Default zame as YWoucher Particulars)

#Botbom

Rank | adaer Informatinn (Deahith

ESRERIREE Step 8. Save Voucher

Mote: “oucher number must be unique throughout the system. If auto gene

will not be duplicated in future.

Step 8b) Save voucher as unposted

i) Click [Save Voucher] button

[ Save Youcher As Draftﬂ Save Youcher D(:]Back

- Budget check will be performed if the budget
has been approved.
- Unposted voucher can be retrieved for

updating and only can be saved as unposted
subsequently.




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

Create Receipt Voucher

Current School Year: 2002 24 July 2003 16:00

[S-FBKDG-03] FMP =~ Bookkeeping > Receipt Woucher
Youcher not saved as the following error found: -

e E-G3027: Line 1 : Inzufficient fund at sub-ledger G100400)
e E-G3023: Line 1 : Insufficient fund at ledger S1004

o E-G3096 : Abnormal credit accounting line ertries

o

Update Voucher Detzils
Accounting Month (s sy 3004

Voucher Type Feceipt woucher (Covemment Fund) (GR)

After saving the voucher as unposted...

= Bookkeeping

Payment Vou 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.




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

Create Receipt Voucher

Current School Year: 2002 24 July 2003 16:00

[S-FBKOG6-02] FMP > Bookkeeping = Receipt Youcher
RGRO7T0E-1 Record updated successtully.

E-B3096 ; Abnormal credit accourting line ertries

Search Youcher Details
Voucher Date (DOmdbd™ ™™ ™) |

Youcher Status | Unposted = I

Youcher Type | AL j

7o

Youcher Mo. |a Ta |z

Mate: Format of auto generated wpucher number: Voucher Type Prefic=" i -=system sequence no =

After saving the voucher as draft or unposted...

Abnormal accounting line message will be
displayed if Expenditure / Liability Account Codes

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




Create Receipt Voucher by Copying from Existing Voucher

-User can create a new receipt 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 receipt vouchers: (i) Copy from ‘create receipt voucher’
and (ii) Copy from ‘search receipt voucher’.

-Only vouchers created in Bookkeeping Module can be copied.

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

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

Copy Voucher : Slide 29



O

Create Receipt Voucher by Copying from Existing Voucher

| Year: 2002 28 March 2003 12:16

tion 1: Copy from ‘create receipt voucher’

v FMP

» Common Setup
= Budgeting

' Bookkeeping

Payment You

[S-FBKOG6-01] FMP > Bookkeeping = Receipt Voucher

Creata New Vauehar
Accounting Momth (b

|12I2EIEIS "I

WVoucher Type | {(BR) Receiptvoucher (Government Fund)
Voucher No. |12EI3-1

Bl Copy From Voucher
Accounting Month (s | vI

Voucher Type | - I

Voucher No. I - I

Mote: Format of auto generated voucher number: =%oucher Type Prefix=""% MM -=zystem sequence no=

[ Create ¥Youcher ]

Search Voucher Details
Voucher Date (DDA Y |

Voucher Status a1l v
Voucher Type |P.11 v |
Voucher No.

Advanced Search

(Voucher Particulars,Account Code, Accounting Line Particulars) Step 1. Cl]Ck [BOOkkeeping] 9 [Receipt

Bank Ledger Code,Bank Particulars) Voucher] from the left menu
@ Search ] [ @ Reset ]

Step 2. Fill in the new voucher essential

information




| Year: 2002 28 March 2003 12:16

Create Receipt Voucher by Copying from Existing Voucher
Option 1: Copy from ‘create receipt voucher’

[S-FBKOG6-01] FMP > Bookkeeping = Receipt Voucher

Create New Voucher
Accounting Momth (b |12I2EIEIE vI

WVoucher Type |{GR} Receipt voucher (Government Fund) =l

Voucher No. |12EI3-1

E -opy From Youcher

ounting Month (hibdr™™ ) | vI

Voucher Type | - I

Voucher No. -
* FMP Ij

= Common Setup Mote: Format of auto generated voucher number: =%oucher Type Prefix=""% MM -=zystem sequence no=

> Budgeting [ Create Youcher ]
' Bookkeeping

Payment You Search Vioucher Details
Voucher Date (DDA Y |

Voucher Status a1l v
Voucher Type |P.11 e
Voucher No. | | Ta | |

Advanced Search | |
(Voucher Particulars,Account Code, Accounting Line Particulars,Amount,
Bank Ledger Code,Bank Particulars)

@ Search ] [ @ Reset ]

Step 3. Click the checkbox next to [Copy From

Voucher]




ast Login: Nil Logout | Help | bR

Create Receipt Voucher by Copying from Existing Voucher
Option 1: Copy from ‘create receipt voucher’

[S-FBKO6-01] FMP > Bookkeeping = Receipt Voucher

| Year: 2002 28 March 2003 12:16

Create New Voucher
Accounting Momth (b |12I2EIEIE vI

WVoucher Type |{GR} Receipt voucher (Government Fund) =l
Voucher No. |12EI3-1
I Copy From Voucher
Accounting Month (k™) | 07/2003 - I
Voucher Type ||{GR} Receiptvaucher (Government Fund) b

Voucher No. I—Ll
* FMP GRGROTO3-1

» Common Setup Mo ——— et atecd voucher number: =Youcher Type Prefix=""% M -=zystem sequence no=
Create ¥Youcher

Payment You Search Vioucher Details
Voucher Date (DDA Y |

» Budgeting

' Bookkeeping

Voucher Status a1l v
Voucher Type |P.11 e
Voucher No.

Advanced Search
(Voucher Particulars,Account Code,Accoul
Bank Ledger Code,Bank Particulars)

(B search ) ([ Reset ) Step 4. Select the voucher to be copied under
[Copy From Voucher] section

Step 5. Click [Create Voucher] button




ast Login: Nil Logout | Help | bR

Create Receipt Voucher by Copying from Existing Voucher
Option 1: Copy from ‘create receipt voucher’

[S-FBK06-03] FMP > Bookkeeping = Receipt Voucher

Add Voucher Details

Accounting Month (hhdi ™ 122003
Voucher Type e Step 6. Click [Save Voucher As Draft] or

Voucher No, Eesummmmmml [Save Voucher] button to save the voucher

Voucher Date (DDMBMN YY) | 31/12/2003
Voucher Particulars Ij_m:u:ume

_ Note: Voucher details will be copied by
Gross Debit Amount $ 50,000.00
Voucher Status Diaft default. User can update the voucher
details before saving the voucher.

| Year: 2002 28 March 2003 12:16

= FMP
» Common Setup

Accounting Line Information {Credit)
School Level & Session

» Budgeting

*' Bookkeeping
Payment Vou Programme I_Ll

. Account Code %l I—

Particular |
(Default zame as Bank Particular)

Amount 3|

Mote: Programme is required for expenditure account anly

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

No.
Primmary P GlDlQDDlSEE L rndrdzteation Creant 50,000.00

Budget Check: = - Sufficient fund; | - Insufficient fund; M2, - Mot appllcable

~Top

Mate: % i Ut the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number
not be duplicated in future.
(@ ¥Youcher As Draft ][Saue Youcher Back




Create Receipt Voucher by Copying from Existing Voucher 072w 112 Losout | telo | 2B

Option 2: Copy from ‘search receipt voucher’

bol Year: 2002 24 July 2003 16:01

= Bookkeeping

Payment You

[S-FBKOG-01] FMP > Bookkeeping > Receipt Youcher

Create New Voucher

Accounting Month (s I 092004 vl
Voucher Tvpe |{GR} Bookkeeping Receipt Woucher (Gavernment Fund) j
Voucher No. | Ao
| | Copy From VYoucher
Accounting Mornth (s

Voucher Type

Voucher No.

EIEIJ

Mote: Format of auto generated voucher number: =%oucher Type Prefix="%"% M -=zystem sequence no.=

[ Create ¥Youcher ]

Search Voucher Details

Voucher Date (DDAMYYYY) Step 1. Click [Bookkeeping] - [Payment Voucher] from

Voucher Status the left menu
Voucher Type
Voucher No. Step 2. Enter the search criteria

Aniaa AN (i) Either voucher date or voucher no. must be entered.

e (i) Enter other searching criteria. The searching phrase
under [Advanced Search] section should consist of at least
2 characters.

Step 3. Click [Search] button



Create Receipt Voucher by Copying from Existing Voucher
Option 2: Copy from ‘search receipt voucher’

407/2003 1124 Logout |1 Help | PEREFE
bol Year: 2002 24 July 2003 16:05

= Bookkeeping

Payment You

[S-FBEK06-01] FMP > Bookkeeping > Receipt Voucher

Search Voucher Details

Voucher Date (DDA YY) |

Voucher Status A811 v
Voucher Type |.ﬁ.11 N
Voucher No. [6ROS01-01 | o

Advanced Search |
(Voucher Particulars,Account Code, Accounting Line Particulars,Amount,

Bank Ledger Code,Bank Particulars)
Mote: Format of auto generated voucher number: <Voucher Type Prafic=yY /MM -=sysiem sequence no.=

@ Search ] [ <:] Bacl ]

e N A

1lu'uut:her Date Gross Dehlt Amount Voucher

50,000,000 Unposta:l

Mote 1. Posted voucher is not allowed to delete

Mote 2: All vouchers of search result are exported

D))

~Top

Step 4. Click the checkbox next to [Voucher No.]

Step 5. Click [Copy to] button




ast Login: Nil Logout | Help | bR

Create Receipt Voucher by Copying from Existing Voucher
Option 2: Copy from ‘search receipt voucher’

[S-FBKO6-01] FMP > Bookkeeping = Receipt Voucher

| Year: 2002 28 March 2003 12:16

Creata New Vauehar
Accounting Momth (b

|12I2EIEIS "I

WVoucher Type |{GR} Receipt voucher (Government Fund)

Woucher No. |12EI3-1

= Copy From Youcher
Accounting Month (a8 | 092001 -
Youcher Type ||{GH]| Receiptvoucher (Government Fund) j
e Woucher Mo, I SRO901-01 |

» Common Setup Mote: Foppatad auto genersted voucher number; =voucher Type Preficey¢ i —=system sequence no =

WLreate Youcher

Payment You Search Vioucher Details
Voucher Date (DDA Y |

» Budgeting

' Bookkeeping

Voucher Status a1l s

Voucher Type |P.11

Voucher No. | |

Advanced Search
{(Voucher Particulars,Account Code, Accounting
Bank Ledger Code,Bank Particulars)

@ Search ] [ @ Reset ]

Step 6. Fill in the new voucher essential
information

Step 7. Click [Create Voucher] button




ast Login: Nil Logout | Help | bR

Create Receipt Voucher by Copying from Existing Voucher
Option 2: Copy from ‘search receipt voucher’

[S-FBK06-03] FMP > Bookkeeping = Receipt Voucher

Add Voucher Details

Accounting Month (hhdi ™ 122003

Voucher Type pEsEeEte Step 8. Click [Save Voucher As Draft] or

Voucher No, Eesummmmmml [Save Voucher] button to save the voucher

Voucher Date (DDMBMN YY) | 31/12/2003
Voucher Particulars Ij_m:u:ume

_ Note: Voucher details will be copied by
Gross Debit Amount $ 50,000.00
Voucher Status Diaft default. User can update the voucher
details before saving the voucher.

| Year: 2002 28 March 2003 12:16

= FMP
» Common Setup

Accounting Line Information {Credit)
School Level & Session

» Budgeting

*' Bookkeeping
Payment Vou Programme I_Ll

. Account Code %l I—

Particular |
(Default zame as Bank Particular)

Amount 3|

Mote: Programme is required for expenditure account anly

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

No.
Primmary P GlDlQDDlSEE L rndrdzteation Creant 50,000.00

Budget Check: = - Sufficient fund; | - Insufficient fund; M2, - Mot appllcable

~Top

Mate: % i Ut the system. If auto generated voucher number option has not been selected, please ensure that the same voucher number
not be duplicated in future.
(@ ¥Youcher As Draft ][Saue Youcher Back




Update Receipt Voucher

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

-Posted voucher will appear as read-only mode.

-Vouchers created in Sales and Stock Module 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.

Update Voucher : Slide 38



Update Receipt Voucher

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

Current School Year: 2002 24 July 2003 16:01

= Bookkeeping

Payment You

[S-FBKOG-01] FMP > Bookkeeping > Receipt Youcher

Create New Voucher

Accounting Month (s I 092004 vl
Voucher Tvpe |{GR} Bookkeeping Receipt Woucher (Gavernment Fund) j
Voucher No. | Ao
| | Copy From VYoucher
Accounting Mornth (s | vl
Youcher Type | vI
Voucher No. I vI

Mote: Format of auto generated voucher number: =%oucher Type Prefix="%"% M -=zystem sequence no.=

[ Create ¥Youcher ]

Voucher Date (DDA | T, B

Step 1. Click [Bookkeeping] > [Receipt Voucher] from the
left menu

Voucher Status

Voucher Type

Voucher No.

Advanced Search

e e Step 2. Enter the search criteria
Bank Ledger Code,Bank 5 .
e (i) Either the voucher date or the voucher no. must be
B entered.
(i) Enter other searching criteria. The searching phrase under
[Advanced Search] section should consist of at least 2

characters.




Update Receipt Voucher

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

Current School Year: 2002 24 July 2003 16:01

¢ Bookkeeping

Payment You

[S-FBKOG-01] FMP > Bookkeeping > Receipt Youcher

Create New Voucher

Accounting Month (s I 092004 vl
Voucher Tvpe |{GR} Bookkeeping Receipt Woucher (Gavernment Fund) j
Voucher No. | Ao
| | Copy From VYoucher
Accounting Mornth (s | vl
Youcher Type | vI
Voucher No. I vI

Mote: Format of auto generated voucher number: =%oucher Type Prefix="%"% M -=zystem sequence no.=

[ Create ¥Youcher ]

Search Voucher Details
Voucher Date (DDA Y |

Voucher Status a1l v
Voucher Type |P.11 e
Voucher No. | | Ta | |

Advanced Search | |
(Voucher Particulars,Account Code, Accounting Line Particulars,Amount,

Bapkelsagdger Code,Bank Particulars)
Step 3. Click [Search] button

Users can search for vouchers of any voucher

status.



Update Receipt Voucher

User: fannyl LastLogin: 24/07/2003 1124 Logout | Help | TPRCRE
Current School Year: 2002 24 July 2003 16:01

¢ Bookkeeping

Payment You

[S-FBEK06-01] FMP > Bookkeeping > Receipt Voucher

Search Voucher Details

Voucher Date (DDMMAYYYY) | To Voucher status is
Voucher Status All v shown here

Voucher Type A1

Voucher No. [6RO501 -01 | Tof |

Advanced Search | |
(Voucher Particulars,Account Code, Accounting Line Particulars,Amount,

Bank Ledger Code,Bank Particulars)

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

@ Search ] [ <:] Bacl ]

Gross Debit Amount Voucher
] Status

SO0 Unposted

Mote 2: All vouchers of search result are exported

~Top

[ @ Copy to ][ 7 Delete ][ |—_ﬁ Export ]

Step 4. Click [Voucher No.] hyperlink

Note: Posted voucher cannot be updated.




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

Update Receipt Voucher

Current School Year: 2002 24 July 2003 16:01

[S-FBKO6-03] FMP > Bookkeeping > Receipt Youcher

Update Youcher Details

Accounting Month (b CRf2001

Voucher Type Booklkesping Receipt Voncher (Govemrnent Fond) (GR)
Voucher No. CROSOLOL Step 5. Update Voucher

Details, if necessary

Youcher Date (DDMAbM ) 00001

Voucher Particulars [Salary

Gross Debit Amount $ 50000,00
Voucher Status Unpeoated

¢ Bookkeeping +Bottom

= . Accounting Line Information (Credit) Bank Ledger Information (Dehit)
ayment vou Sch Level’Session SerondaryWheole Day
- Programme | j
Account Code %l I—

Particular |
(Default zame as Bank Particular)

Amount 3 |

Mote: Programime is reguired for expenditure account only

[ chart of Account || ] add | [ [ Reset |

n Line Sch LevelSession Programine Account Code Amount Budget Chec ¢
Ho. ¢

ercndaryWhole Day Glmdmﬁﬂl Crant Inoorne

Budget Check: S - Sufficient fund; | - Insufficient fund, Mi&, - Mot applicable

Budget Check:
S - Sufficient Fund

~Top

| - Insufficient Fund
N/A - Not Applicable

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




Update Receipt Voucher

User: fannyl LastLogin: 24/07/2003 1124 Logout | Help | PRCRGE

Current School Year: 2002 24 July 2003 16:01

¢ Bookkeeping

Payment You

[S-FBKO6-03] FMP > Bookkeeping > Receipt Youcher

Update Youcher Details

Accounting Morth (b CRf2001

Voucher Type Bookkeeping Rersipt Wourher (Covemmment Fund) (GF)
Voucher No. (GROA0L-01

Voucher Date (DoAY YY) 209001

Voucher Particulars [Salary

Gross Debit Amount $ 50000,00

Voucher Status Unpeoated

- Botbom
Accounting Line Information (Credit) Bank Ledger Information (Dehit)
Sch Level’Session SerondaryWhole Day
Programme | j
Account Code B [Eiomoeol ) s Step 6. Add/ Edit / Delete
Particular oy accounting line(s)

(Default zame as Bank Particular)

Amount 3 m

Mote: Programime is reguired for expenditure account only

[ Chart of Account | [ [] save | [ [5) Reset |

n Sch LevelSession Account Code Budget Check
Ho.
econdayWhole Day GlCCIflOCIEEOI Gt Inoorne 50 000,00

Budget Check: S - Sufficient fund; | - Insufficient fund, Mi&, - Mot applicable

~Top

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




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

Update Receipt Voucher

Current School Year: 2002 24 July 2003 16:02

[S-FBKOG6-04] FMP > Bookkeeping > Receipt Youcher

Update Youcher Details

Accounting Month (b ey CRf2001

Voucher Type Bookkeeping Rersipt Wourher (CGovemmment Fund) (GF)
Voucher No. (GROA0L-01

Voucher Date (DOMMN YY) 209001

Voucher Particulars [Salary

Gross Debit Amount $ 5000000

Voucher Status Unpoated

-~ Bottom

= Bookkeeping

Accounting Line Information (Credit)

|B-ank Ledger Information (Debit)
Bank Ledger Code

8001 - Bank - Government Fund =

Payment You

Bank Particular
(Default zame as Youcher Particulars)

~Top

Save Youchs

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

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

Step 8. Update bank ledger information if necessary




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

Update Receipt Voucher

Current School Year: 2002 24 July 2003 16:02

[S-FBKOG6-04] FMP > Bookkeeping > Receipt Youcher

Update Youcher Details

Accounting Month (s o0l
Voucher Type Bookkeeping Rersipt Wourher (CGovemmment Fund) (GF)

Voucher No. GROE0L-01
Voucher Date (DOMMN YY) 209001

Voucher Particulars | Salary
Gross Debit Amount F S01000,00

Voucher Status

= Bookkeeping #Bottom
Accounting Line Information (Credit) Bank Ledger Information {Dehit)
Payment You
Bank Ledger Code | 35001 - Bank- Gavernment Fund v |
Bank Particular |531315r
(Default zame as Youcher Particulars)
~Top

' Preview & Print ][ <:]Back ]

Step 9a. For unposted voucher, user is
allowed to save voucher as unposted only.
Click [Save Voucher] to save the voucher.




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

Update Receipt Voucher

Current School Year: 2002 24 July 2003 16:02

[S-FBKOG6-04] FMP > Bookkeeping > Receipt Youcher

Update Youcher Details

Accounting Month (s o0l
Voucher Type Bookkeeping Rersipt Wourher (CGovemmment Fund) (GF)

Voucher No. GROE0L-01
Voucher Date (DOMMN YY) 209001

Voucher Particulars | Salary
Gross Debit Amount F S01000,00

Voucher Status

= Bookkeeping #Bottom
Accounting Line Information (Credit) Bank Ledger Information {Dehit)
Payment You
Bank Ledger Code | 35001 - Bank- Gavernment Fund v |
Bank Particular |531315r
(Default zame as Youcher Particulars)
~Top

qgaue Youcher As Draft ] Save h'qu;r Preview & Print ][ <] Back ]

Step 9b. For draft voucher, user is allowed
to save voucher as draft or unposted. Click
[Save Voucher As Draft] or [Save Voucher]

to save the voucher.




Print Receipt Voucher

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

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

Print Voucher : Slide 47



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

Print Receipt Voucher

Current School Year: 2002 24 July 2003 16:02

[S-FBKOG6-04] FMP > Bookkeeping > Receipt Youcher

Update Youcher Details

Accounting Month (s o0l
Voucher Type Bookkeeping Rersipt Wourher (CGovemmment Fund) (GF)

Voucher No. GROE0L-01
Voucher Date (DOMMN YY) 209001

Voucher Particulars [Salary

Gross Debit Amount $ 5000000
Voucher Status Unpoated

-~ Bottom

Accounting Line Information (Credit) Bank Ledger Information {Dehit)

Bank Ledger Code | 35001 - Bank- Gavernment Fund v |

Bank Particular |531315r
(Default zame as Youcher Particulars)

= Bookkeeping

Payment You

To print receipt voucher, follow the steps for

‘] ‘Update Receipt Voucher’ to view details of a
[Saue Youcher {UE pPreview & Print | <] Back .
particular voucher.

Step 1. Click [Preview & Print] button

A report page (PDF format) will pop up.




Print Receipt Voucher

iy
e — — — " B A-SHEHOME
Address |g“| http: ) pan)jsp rpt/viewPreviewFile, isprtype=RafieMame=Fmp/1 7007 _1059033694590, pdf j E-’f"Gu Links **
B me-Ag02E|K 4 Mes|eh= -a|0O0@E|m-|A
[N -&||E -7 - || ®-
b
fﬁ Y
#o F-FREIOT-E LUI KEE SECONDARY SCHOOL
RECEIPT VOUCHER (UNPOSTED)

Sch Level/Session : ALL Print By :  fannyl
= Accounting Month : 09/2001 Date 1 2470772003

Voucher Mo Range : GROS01-01 to GRO201-01 (Sort by Time H 16:01
oI Fage : 1 of 1l
e

AMOUNT

LINE ACCOUNT PROGREMME

HNO CODE ACCOUNT MAME DEBIT CREDIT BARTICULARS conE | PROGRAMME MAME

Ho  CcobE et e — — —— ConE e

30/03/2001 Voucher Ho.: GRD901-01(Unposted) Voucher Particulars: Salary

1 35001 Bank - Government 50,000.00 Salary

Fund
2 51004005501 Grant Income 50, 000.00 Salary
Total 50,000.00 50,000.00 Step 2. Select Print Function from

the pop-up window and print the

voucher through local printer

Other Remarks (If any} =

Frepared By : \ Checked By : Approved By 1

Date E ML= H Date

Remarks field is for user

to fill in manually

@)A1y 2087x2000 0 O = w4

|ﬂj Dane l_ l_ l_ = Local intranet




Delete Receipt Voucher

- Allows user to delete a draft or unposted voucher.
- Posted voucher 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.

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

Delete Voucher : Slide 50




Delete Receipt Voucher

User: fannyl LastLogin: 24/07/2003 1124 Logout | Help | TPRCRE
Current School Year: 2002 24 July 2003 16:01

[S-FBEK06-01] FMP > Bookkeeping > Receipt Voucher

Search Voucher Details
Voucher Date {DDMMYYY)

Voucher Status
Voucher Type
Voucher No.

Advanced Search

Bank Ledger Code,Bank Particulars)

&1 N

|."’.11 W

|GRE|9E|1-E|1 | Ta | |

(Voucher Particulars,Account Code, Accounting Line F’-f:rtil:uI-f:rs.ﬂ«.mnunt,| |

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

@ Search ] [ <:] Bacl ]

= Bookkeeping

Payment You

Youcher Date o Gross Debit Amount Voucher
- 30001 salary S0,000,00 Unposted.

r-mmed voucher iz not allowed to delete
Mote 2: All vouchers of search result are exported

[ @ Copy to ][ 7 Delete ][ |—_ﬁ Export ]

~Top

To delete receipt voucher, follow the steps
for ‘Update Receipt Voucher’ to search for
voucher(s) to be deleted.

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




Delete Receipt Voucher

User: fannyl LastLogin: 24/07/2003 1124 Logout | Help | TPRCRE
Current School Year: 2002 24 July 2003 16:05

¢ Bookkeeping

Payment You

[S-FBEK06-01] FMP > Bookkeeping > Receipt Voucher

Search Voucher Details

Voucher Date (DDA YY) | Ta

Voucher Status &1 W

Voucher Type A1 “

Voucher No. [6RO501 -01 | Tof |

Advanced Search | |
(Voucher Particulars,Account Code, Accounting Line Particulars,Amount,

Bank Ledger Code,Bank Particulars)

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

@ Search ] [ <:] Bacl ]

Voucher No, - Youcher Date voucher Particulars Gross Dehlt Amount Voucher
(DDMMAYYY) Status
3040342001 S0.000,00 | Unposted,

Mote 1: F‘usted voucher is not ﬂ||l2l'\'|'&d to delete
Mote 2: All vouchers of search result are exported

~Top

(oo § (F7petes ) R Evport)

Step 2. Click [Delete] button




Export Receipt Voucher

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

Export Receipt Voucher : Slide 53
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Search Voucher Details

Voucher Date (DDMI/YYYY) (3170772016 To [31/07/2016

Voucher Status A11 v

Voucher Type | nll W

Voucher No. | | Ta | |

Advanced Search | |
(Voucher Particulars,Account Code, Accounting Line Particulars, Amount,

Bank Ledger Code,Bank Particulars)

Mote: Format of auto generated voucher number: <Voucher Type Prefic="Y MM -=sysiem sequence no.=

@ Search ] [ <] Back ]
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AR16/07-00001 BIID?IEDIE tezting 1 Posted
] AR16/07-00002 21/07/2016 tezting 2 2.00 |Posted

Note 1: Posted voucher is not allowed to delete
Note 2: All vouchers of search result are exported
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To export receipt voucher, follow the steps
for ‘Update Receipt Voucher’ to search for
voucher(s) to be exported.

Step 1. Click [Export] button
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1 |School Level / Session [viWcher No. Voucher Date (DD/MM/YYYY) Voucher Particulars Gross Debit Amount 5  Bank Ledger Code (with description) Bank Particulars ~ Woucher Status Line
2 |Primary/PM GR17/05-0001 31/05/2017 EDB Grants "753000.0 AL001(Bank - Government Fund) EDB Grants Posted %
3 |Primary/AM GR17/05-0001 31/05/2017 EDB Grants "753000.0 A5001(Bank - Government Fund) EDB Grants Posted "
4 | Secondary/Whole Day GR17/05-0001 31/05/2017 EDB Grants "753000.0 AB001(Bank - Government Fund) EDB Grants Posted E
5 |Primary/PM GRAT/09-0001 30/09/2017 EDB Grants "825000.0 AL001({Bank - Government Fund) EDB Grants Posted %
6 |Primary/AM GR17/09-0001 30/09/2017 EDB Grants "1825000.0 A5001(Bank - Government Fund) EDB Grants Posted "
7 |Secondary/Whole Day GR17/09-0001 30/09/2017 EDB Grants "825000.0 AL001(Bank - Government Fund) EDB Grants Posted E
8 |Primary/PM GR17/09-0001 30/09/2017 EDB Grants "756000.0 A5001(Bank - Government Fund) EDB Grants Posted %
9 |Primary/AM GR17/09-0001 30/09/2017 EDB Grants "756000.0 AB001(Bank - Government Fund) EDB Grants Posted "
10 | Secondary/\Whole Day GRAT/09-0001 30/09/2017 EDB Grants "756000.0 AL001({Bank - Government Fund) EDB Grants Posted £
11 |Primary/PM GR17/09-0001 30/09/2017 School Fund Receipt 2053000.0 A5001(Bank - Government Fund) School Fund Receip Posted %
12 |Primary/AM GR17/09-0001 30/09/2017 School Fund Receipt 2053000.0 AL001(Bank - Government Fund) School Fund Receip Posted "
13 |Secondary/Whole Day GR17/09-0001 30/09/2017 School Fund Receipt 20%53000.0 A5001(Bank - Government Fund) School Fund Receig Posted g
14 |Primary/PM GR17/11-0001 30/11/2017 PTA Grants Receipt 20™8000.0 A5001(Bank - Government Fund) PTA Grants Receipt Posted %
15 |Primary/AM GR17/11-0001 30/11/2017 PTA Grants Receipt 2078000.0 A5001(Bank - Government Fund) PTA Grants Receipt Posted "
16 |Secondary/Whole Day GR17/11-0001 30/11/2017 PTA Grants Receipt 20™8000.0 A5001(Bank - Government Fund) PTA Grants Receipt Posted E
17 |Primary/PM GR18/01-0001 31/01/2018 IT Grants 2017/18 "761000.0 AL001(Bank - Government Fund) IT Grants 2017/18  Posted %
18 | Primary/AM GR18/01-000131/01/2018 IT Grants 2017/18 "761000.0 A5001(Bank - Government Fund) IT Grants 2017/18 Posted "
19 |Secondary/Whole Day GR18/01-0001 31/01/2018 IT Grants 2017/18 "761000.0 A5001(Bank - Government Fund) IT Grants 2017/18 Posted E
20 | Primary/PM GR18/03-000131/03/2018 Prizes Sponsored by PT5800.0 A5001(Bank - Government Fund) Prizes Sponsored b Posted 2
21 | Primary/AM GR18/03-0001 31/03/2018 Prizes Sponsored by P715800.0 A5001(Bank - Government Fund) Prizes Sponsored b Posted "
22 |SecondaryWhole Day GR18/03-000131/03/2018 Prizes Sponsored by PT5800.0 AL001(Bank - Government Fund) Prizes Sponsored b Posted £
23 |Primary/PM GR18/03-000131/03/2018 EDB Grants "35200.0 A5001(Bank - Goyemment Fund OB Gran Posted ¥
24 | Primary/AM GR18/03-000131/03/2018 EDB Grants "35200.0 A5001(Bank -
25 | Secondary/\Whaole Day GR18/03-000131/03/2018 EDB Grants "35200.0 A5001({Bank -
26 | Secondary/\Whaole Day GR18/03-000131/03/2018 Salary "6000.0 AB001(Bank - Step 2 * Open the eXported
27 |Primary/PM GR18/03-00031/03/2018 EDB Grants "753000.0 AL001(Bank - :
28 |Primary/AM GR168/03-000 31/03/2018 EDB Grants "753000.0 perirss document (in EXCEL format),
29 | Secondary/Whale Day GR18/03-000°31/03/2018 EDB Grants "753000.0 A5001(Bank - N . o
30 |Primary/PM GR18/04-0001 30/04/2018 EDB Grants "4080.0 A5001(Bank - CheCk the deta] led ]nfO rmation Of
31 | Primary/AM GR18/04-0001 30/04/2018 EDB Grants "4080.0 AB001(Bank - h l d
32 | Secondary/\Whole Day GR18/04-000130/04/2018 EDB Grants "4080.0 AL001(Bank -
33 |Primary/PM GR18/04-0001 30/04/2018 EDB Grants "677020.0 A5001(Bank - Vouc erS Se eCte °
34 | Primary/AM GR18/04-0001 30/04/2018 EDB Grants "677020.0 A5001({Bank -
35 | Secondary/\Whaole Day GR18/04-000130/04/2018 EDE Grants '677020.0 A5001(Bank - £
36 |Primary/PM GR18/08-0001 31/08/2018 Danation "3800.0 A5001(Bank - Government Donation %
37 |Primary/AM GR18/08-000131/08/2018 Donation "3800.0 A5001(Bank - Government Fund) Donation Posted "
38 |Secondary/\Whole Day GR18/08-0001 31/08/2018 Daonation "3800.0 A5001(Bank - Government Fund) Donation Posted E
39 |Primary/PM GR18/09-0001 30/09/2018 EDB Grants "753000.0 AL001(Bank - Government Fund) EDB Grants Posted %
40 | Primary/AM GR18/09-0001 30/09/2018 EDB Grants "753000.0 A5001(Bank - Government Fund) EDB Grants Posted "
41 |SecondaryWhole Day GR18/09-0001 30/09/2018 EDB Grants "753000.0 A5001(Bank - Government Fund) EDB Grants Posted E
42 | Primary/PM GR18/09-0001 30/09/2018 EDB Grants "825000.0 A5001(Bank - Government Fund) EDB Grants Posted 2
43 | Primary/AM GR18/09-0001 30/09/2018 EDB Grants "1825000.0 A5001(Bank - Government Fund) EDB Grants Posted "
44 |SecondaryWhole Day GR18/09-0001 30/09/2018 EDB Grants "825000.0 AL001(Bank - Government Fund) EDB Grants Posted £
45 |Pri il GR18/09-0001 30/09/2018 EDE Grant "756000.0 A5001iBank - Government Fund) EDB Grant Posted 7 -
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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

» Voucher not allowed to be deleted
a) Posted voucher

> Implication on voucher deletion

) Voucher no. cannot be re-used

b) Deleted voucher can be viewed in List of Deleted Vouchers report (R-FBK040-E)
)

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

c)A/C line particulars: follow (b) if leaving it blank

Press

ESCAPE
to return

¢ 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.
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