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Payroll Overview

Capture staff for payroll

Edit / delete payroll entries

Create payroll voucher with three different payment methods:
e Autopay
o Cheque - With Printing

e Cheque - Without Printing

Create provident fund voucher for three types of provident fund schemes:
e Grant / Subsidized Schools Provident Fund Scheme - Journal Voucher
e ORSO Schemes - Payment Voucher

e Mandatory Provident Fund Scheme - Payment Voucher
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Payroll Overview

Generate autopay file for staff payroll payment

Print / issue cheque for:
« Staff payroll payment

e Provident fund contribution payment to trustee

Post voucher to General Ledger in Bookkeeping Module

Enquire payroll expenditure

Payroll : Slide 3

Open / close payroll month




Payroll Workflow

Open Payroll Capture Staff for Maintain Staff Payroll Validate Payroll Entries
Month Payroll
- Select staff entitled for - Edit payroll amount, provident »| . Check reports R-FSC016A-E,
payroll in the month. fund contribution amount, etc. R-FSC016B-E and R-FSCO16C-E.

v

Generate Validate Payroll Freeze Payroll Generate
Payroll Voucher Voucher R Provident
Voucher

”1 Fund Voucher

- Check report R-FSC001-
E.

\ 4 Generate

Validate Provident Fund Autopay File
Voucher

A 4

A.Print Payroll Voucher

— ] B.Print Provident Fund

- Check report R-FSCO001-E. Voucher

Print / Issue Cheque

A 4

A. Payroll

B. Provident Fund
Contribution

A 4

A.Post Payroll Voucher Close Payroll

B.Post Provident Fund e

Voucher




Open Payroll Month

Open Capture Staff for Maintain Staff Payroll Validate Payroll Entries
Payroll Payroll
Month - Select staff entitled for - Edit payroll amount, provident fund »| . Check reports R-FSCO16A-E,
payroll in the month. contribution amount, etc. R-FSC016B-E and R-FSC016C-E.

v

Generate Validate Payroll Freeze Payroll Generate

Payroll Voucher Voucher Voucher Provident Fund
Voucher

A 4

- Check report R-FSC001-E.

A 4 Generate
Autopay File

A 4

Validate Provident Fund A.Print Payro” Voucher

Voucher
B.Print Provident Fund

- Check report R-FSC001-E. Voucher

Print / Issue Cheque
A. Payroll

B. Provident Fund
Contribution

A 4

A.Post Payroll Voucher

Close Payroll
Month

B.Post Provident Fund
Voucher




Open Payroll Month

« When user create a new accounting year in Common Setup, the system will
automatically create the corresponding twelve payroll months.

« By default, the payroll months are set to be “Closed” and user is not
allowed to change the payroll month status until accounting month in
Common Setup is opened.

e When user open the accounting month in Common Setup, the corresponding
payroll month will become editable.

« User is allowed to open the payroll month in order to prepare payroll for
that payroll month.

o A maximum of three accounting months can be opened concurrently under
one accounting year in Common Setup Module. That is, at most three
payroll months in the same accounting year can be set to “opened” at the
same time.




Open Payroll Month S AStesti et

Home
= FMP

Commaon Setup

[S-FSC14-01] FMP > Staff Cost = Payrol = Prepan:z Payrodl

. Payroll YoufTEF==PF o yooacier - soacer posting  Youcher Enquiry  Payroll Month
Budgeting Payroll Month (hihdf ) | Mot available, Open Payroll Month, |
Bookkeeping

= Staff Cost

Staff List Paytoll kems Provddent Funid Reimbursement
Setup

Staff Master

Staif Staff Hame Staff Hame Het Payment Payroll Period Payment
Code (Enug) (Chi) $ (DDRAMA™YYY - Method
DDMMAYYY)

|N|:| recard.

P Fund Register

Tax Return

Eneuiry [ Add Staff || Delete Staff |

Report
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Step 1. Click [Staff Cost] - [Payroll]
from the left menu.

If there is no opened payroll month,
the system will provide a link for user

to go to Maintain Payroll Month page

Report Management to open a relevant payroll month.

Customization




Open Payroll Month

S H@ 7 Kl

1

er: jennifer Login Time: 05/10/2003 09.34 Logout | Help | PRrmeE

................ Current School Year: 2002 5 October 2003 9:50

HKEAA
+ FMP

¢ Common Setup

» Budgeting
> Bookkeeping
W Staff Cost

Setup
Staff Master

P Fund Regist
Tax Return
Enquiny
Report

CAR

Sales & Stock

Daihy Coll. Sumr

Hon-Recurrent ¢

[S-FSC14-18] FMP > Staff Cost > Payroll > Payroll Month

Youcher Posting WYoucher Enquiry | Foeull ol

#Botbom

Accounting Year (vvvvivvvy) [ 20042008 ] I

Payroll Month (MHMYYYY
(/2004 I Zlosed *I

1042004 Closed -
| 1142004 | Closed
| 1242004 |Closed
| 012005 |Closed
| 02/2005 |Clsed Step 2. Select Accounting
| 032005 |Closed Year.
| (42005 |Closed
I géﬁﬁ Ez: The status of the twelve
| T [Clooed payroll months will be
| 0872005 [Clesed displayed.

Mate: To cloze a payrall month, make sure all payroll vouchers has been created and po
created and posted or selected "Moot Reguired” to generate provident fund woucher.




* FMP

= Common Setup

» Budgeting

» Bookkeeping
¢ Staff Cost
Setup
Staff Master

P Fund Regist
Tax Return
Enquiny
Report

CAR

Sales & Stock

Daihy Coll. Sumr

Open Payroll Month

S H@ 7 Kl

ser: jenmifer Login Time: 05/10/2003 0934 Logout | Help | SRR

................ Current School Year: 2002 5 October 2003 9:37

[S-FSC14-18] FMP > Staff Cost > Payroll > Payroll Month

Prepare Payroll Payroll Youcher P Fund Youcher VYoucher Posting Youcher Enquiry
Accounting Year (e ) | 200472005 j

«Bothom
(R0 I IDpened *I
1072004 IDpened "'I
| 1142004 05
| 1242004 |Clesed
| 012005 |Closed
| (42005 |Clesed
| 032005 |Closed
| 0d /2005 |Closed
| 052005 [Clesed Step 3. Change the Status
| CEA2005 [ Closed of payroll from “Closed”
| (7A2005 |Closed to “Opened”.
| 082005 |Closed

Step 4. Click [Save]

Mate: To cloze a payrall month, make sure all payroll vouchers has been created and po button
sefaagted or zelected "Mot Required" to generate provident fund woucher . :



Open Payroll Month

e 1--*\;“.!'? R

.................................

Current School Year: 2002 5 October 2003 9:52

HKEAA
v FMP

¢ Common Setup

» Budgeting
> Bookkeeping
W Staff Cost

Setup
Staff Master

P Fund Regist
Tax Return
Enquiny
Report

CAR

Sales & Stock

Daihy Coll. Sumr

Hon-Recurrent ¢

Recordi=) have been updates. Results are as followes:

« 0952004 Payroll Month iz opened succezsfully.
« 1002004 Payroll Month iz opened successtully.

FY

Prepare Payroll Payroll ¥oucher P Fund Youcher Youcher Posting  Woucher Enguiry | Bzigeel i luriii;

Accounting Year (v v ) Ignm;gggg j

Paynol Month narry st

#Bothom

(2004 IDpened '-'I
1042004 IDpened *I
| 1142004 |Closed
| 124204 | Closed
| 0142005 |Closed
| 022005 |Closed
| 032005 |Closed
| (42005 |Closed
| 052005 |Clsed The payroll months are
| Yl (Closed opened.
| 072005 | Closed
| 082005 |Closed

~Top

Mate: To cloze a payroll month, make sure all payroll vouchers has been created and posted and; all provident vouchers has been

crested and posted or selected "Moot Reguired” to generate provident fund woucher,



05/10/2003 09:34 Logout | Help | 3R
...__:;:-

Current School Year: 2002 5 October 2003 9:52

Open Payroll Month

wifer Login Time:

HKEAA
v FMP

¢ Common Setup

[S-FSC14-01] FMP > Staff Cost = Payroll = Prepare Payroll

Mrzonrz Mziyrnll | Payroll ¥oucher P Fund Youcher [¥oucher Posting Youcher Enguiry  Payroll Month

Payroll Month (hmsosyy) IDQIEDD# vi

Staff List Payroll kems Provident Fund Reimbursement
I Staff Hame Staff Hame Het Payiment Payroll Period Payment
Code {(Eng) (Chi) % (DDMAMAYYY - Method
» Budgeting DDMMYYYY)
» Bookkeeping |N':' record.
W Staff Cost [ Add staff || Delete staff |

Setup
Staff Master

Tax Return
User can prepare payroll

for the payroll month.

Enquiny
Report
CAR
Sales & Stock
Daihy Coll. Sumr

Hon-Recurrent ¢
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Capture Staff for Payroll

Validate Payroll Entries

Open Payroll Capture Staff for Maintain Staff Payroll

Month R Payroll
- Select staff entitled for - Edit payroll amount, provident fund »| . Check reports R-FSCO16A-E,
payroll in the month. contribution amount, etc. R-FSC016B-E and R-FSC016C-E.

v

Generate Validate Payroll Freeze Payroll Generate
Payroll Voucher Voucher Voucher Provident Fund
Voucher

A 4

- Check report R-FSC001-E.

\ 4 Generate
Validate Provident Fund A.Print Payroll Voucher »|  Autopay File
Voucher .| B.Print Provident Fund
- Check report R-FSC001-E. |  Voucher

Print / Issue Cheque

» A. Payroll

B. Provident Fund
Contribution

A\ 4

A.Post Payroll Voucher Close Payroll

B.Post Provident Fund Month

Voucher




Capture Staff for Payroll

« To add new staff payroll entries to the selected “opened” payroll month.
e Pre-requisites

« All the staff require for payroll payment must have been transmitted
from Staff / Staff Deployment Module or created in Staff Cost Module.

« Staff must be employed within the selected payroll month but their
payrolls have not yet been captured in the selected payroll month.

« Payroll item account, payroll item amount, reimbursement item and
cost allocation must have been set in Staff Master.

« Staff record in Staff Master must be selected as “Capture for Payroll”.

Slide 13



paditin Login Time: 10/05/2003 09:22 Logout | Help | PXREE

Capture Staff for Payroll
10 September 2003 9:24

Home
= FMP

Commaon Setup

oucher ¥Youcher Posting ¥Youcher Enguiry Payroll Month

Budgeting

Bookkeeping

" Staff Cost Staff List Payroll tems Provident Fund Reimbursement

Setup

Staff Master Staff Staff Name Staff Name Het Payment Payroll Period Payment
Code (Eni) {Chi) $ (DDA - Method

DDMMAYYY)

P Fund Register
Mo record.
Tax Return

Enguiny

[ Add staff |[|Delete staff |
| |

Report |dd Staff For Payrall|
CAR

Lales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Step 1. Click [Prepare Payroll]
tab.

Step 2. Select an Payroll Month.
Step 3. Click the [Add Staff]

Report Management

Customization

button.




| -=»- QA AEFI D-SHILBF I

.................................... Current School Year: 2002 21 October 2003 12:24

Assessment

. [S-FSC14-02] FMP > Staff Cost > Payroll = Prepare Payroll
Special Assessme
Feceiving Information from Staff Module § Staff Deployment Module
Staft Deployment
Staft
CcD%
HHKAT
HKEAA
* FMP

Common Setup

Budaeting
Bookkeeping
W Staff Cost
Setup
Staff Master

- Before the system retrieves all the staff

P Fund Regist records based on the input searching criteria,
the system will capture all the newly created,
amended or deleted staff information from

Tax Return

Encuiry
Report

Staff / Staff Deployment Module automatically.
CAR

Sales & Stock
Daily Coll. Sumr

Hon-Recurrent {

-




paditin Login Time: 10/05/2003 09:22 Logout | Help | PXREE
Current 5chuu| ‘f’ear 2001 10 September 2003 9:53

Capture Staff for Payroll

Home
= FMP

» Common Setup

[S-FSC14-02] FMP > Staff Cost = Payroll = Prepare Paytoll

Aedd Staff for Payroll

»  Budgeting
» Bookkeeping Payroll Month (k) IDEIIEEIEI# "'I
' Staff Cost

Setup Staff Code _ Payroll Period
= | Staff Hame {Eng) [Staff Name (Chi) (DDA - Payment Method
Staff Master e DD.‘MM.‘W

? Clerical and Janitor Staff *
GTTGETECY | | NGO (Chan Sin Ming R 010642004 - 30062004 | - hegue - without Printing = |
Tax Return r | NCEZ Cheung Sin Ming 3k B OLAR004 - SOLSA004 T chaque - Without Printing = |
Enguiry [+ [Feaching Staff *
Report W | HCEL [Woo Sin Ming Be- B O109/2004 - 30092004 [Cheque - Without Printing = |
CAR W | NCE3 Lee SinMing =L OLAG004 - SOURR004 [ g - Without Printing = |
+ Sales & Stock

» Daiby Coll. Summa

W' Set payroent rethod of all selected staff to |CthUE-WiTh Printing 7| for Step 4. Select staff to be

Mate 1 Staff Mapping - Map staff master created in FMP Module to staff master crested in Ji8ts] 014V red for payroll (one

Report Management [
o o . . or more staff can be
Customization Mate 20 Print Log - A log report showing staff changes in Staff Module § Staff Deployment

synchronization action in FMP Module. selected at the same
[ select staff || staff Mapping || Print Log || <JBack | time)

» Mon-Recurrent Gra

|Select Skaff Far Payrall |




paditin Login Time: 10/05/2003 09:22 Logout | Help | PXREE
Current 5chuu| ‘f’ear 2001 10 September 2003 9:53

Capture Staff for Payroll

Home
[S-FSC14-02] FMP > Staff Cost = Payroll = Prepare Paytoll

v FMP

Commaon Setup

Aedd Staff for Payroll

Budgeting
Bookkeeping Payroll Month (k) IDEIIEEIEI# "'I

= Staff Cost

Setup
Staff Master

Payroll Period
e Staff Name (Eng)  |Staff Name (Chi)]  (DD/MMYYYY -
DDA

Clerlcal and Janitor Staff *

P Fund Register |— MNCE0 Chan S Ming & |~HH

Tax Return | MZEZ Cheung Sin Ming 318

Eniuiry [+ [Teaching Staff *

Report W | HCE [Woo Sin Ming aH- B
CAR W | NC33  LeeSinMing =/

Lales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

¥ Set paymoent method of all selected staff o | Cheaue - With Printing = for this payroll month

Report Management mzt.:u?e:_ Staff Mapping - Map staff master created in FMP Module to staff master crested in Step 5a, Change the
Payment Method of

Customization Mate 2 Print Log - A log report showwing staff chandes in Staff Madule §© Staff Deployment
synchronization sction in FMP Maodule. the staff if
[ select staff || staff Mapping || Print Log || <JBack | necessary

|Select Skaff Far Payrall |




finpadmin Login Time: 10/09/200309:22 Logout | Help | PXE#E

Capture Staff for Payroll

Current School Year: 2001 10 September 2003 9:53

Home

[S-FSC14-02] FMP > Staff Cost = Paywoil = ffroparas Payioll

= FMP

Customization Mate 2 Print Log - A 1o report showing staff chandes

Commaon Setup
Aedd Staff for Payroll

Budgeting
Bookkeeping Payroll Month (k) DEIIEEIEIei -
= Staff Cost
e e e
Staff Master DDMMIYYYY)
= Clerical and Janitor Staff *

P Fund Register |‘ HCE0 (Chan Sin Ming R 010642004 - 30062004 | - hegue - without Printing = |
Tax Return | MZEZ Cheung Sin Ming 318 O109/2004 - 30092004 [ heque - Without Printing = |
Enguiry [+ [Teaching Staff *
Report W | HCE [Woo Sin Ming CERREE O109/2004 - 30092004 [Cheque - Without Printing = |

CAR | NGS5 [LeeSinMing = OLB/2004 - 30092004 [ cheque - Without Printing = |

Lales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

¥ Set paymoent method of all selected staff o | Cheaue - With Printing = for this payroll month

Y R—— Mote 1 : Staff Mapping - Map staff master crested in Fide ds
. Moduie. Step 5b. Select the same payment

synchranization action in FMP Madule. method for all of the selected staff in
BRSO EERTTIBIEEIAEY the selected payroll month by clicking
the checkbox and select a Payment

|Select Skaff Far Payrall |

Method.




adr:un Login Time: 10/05/2003 0922 Logout | Help | PRREE
Current 5chuu| ‘f’ear 2001 10 September 2003 9:53

Capture Staff for Payroll

Home

[S-FSC14-02] FMP > Staff Cost = Paywoil = ffroparas Payioll

v FMP

Commaon Setup
Aedd Staff for Payroll

Budgeting
Bookkeeping Payroll Month (k) I 092004 "'I
' Staff Cost
Setup Payroll Period
SAMCOUE| ottt Name (Eng)  |Staff Name (Chi)|  (DDMBYYYY - Payment Method
Staff Master DDMMIYYYY)
L] | = [Clerical and Janitor Staff *

P Fund Register |— NCS0 [Chan Sin Ming B [ B OLOG200H - 300972004 [ Cheque - Withaut Printing |
Tax Return | MZEZ Cheung Sin Ming 318 O109/2004 - 30092004 [ heque - Without Printing = |
Enguiry [+ [Teaching Staff *
Report I MNCEL Weo Sin Ming aH- B O] LR004 - 300852004 Chegue - Without Printing j

CAR | NGS5 [LeeSinMing = OLB/2004 - 30092004 [ cheque - Without Printing = |

Lales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

¥ Set paymoent method of all selected staff o | Cheaue - With Printing = for this payroll month

Mate 1 © Staff Mapping - Map staff master created in FMP Module to staff master crested in Staff Module 5 Staff Deployment

Report Management .

Customization Mate 2 Print Log - A log report showwing staff chandes in Staff Maodule © Staff Deployment bociul

Y in FMP Module. Step 6. Click
[ Select Staff || staff Mapping | [ Print Log | [ <JBack | [Select Staff]

Seleck Skaff For Payroll | button.




min Login Time: 10/09/2003 09:22 Logout | Help | R

Capture Staff for Payroll
Current School Year: 2001 10 September 2003 9:58

Home
. EMP [S-FSC14-01] FMP > Staff Cost = Paywoil = ffreparas Payioll
RFecord(=) added successtully.
Commaon Setup
Budgeting Payroll Youcher P Fund Youcher VYoucher Posting WYoucher Enquiry  Payroll Month
Bookkeeping Payroll Month (habiosy™e I 0Sr2004 vi
' Staff Cost
Setup Staff List Payroll Kems Provident Fund Reimbursement
Staff Master
Payroll Staff Name Staff Name Het Payment Paytoll Period Payment
) (Endq (Chi) % (DDAMMAYYY - Method
P Fund Register DDMMIYYYY)
Tax Return — [Teaching Staff *
Enguiry — -
r Mosl  |[Woo SinMing  |#H<NEH 1757500 QLD - 30022004 heque - With
Report Frinting
CAR r MES3 | Lee Siu Ming =B 1757500 OLOSE00E - 300532004 Cheque - With
Frinting

Sales & Stock
Daily Coll. Summa [ Add Staff |[ Delete Staff |

Hon-Recurremnt Gra

Report Management

Customization
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Capture Staff for Payroll

 Staff with more than one employment contract in the same payroll month
will be displayed in separate lines for selection.

« Captured payroll is based on the employment period, payroll items setting,
provident fund setting and cost allocation setting specified in Staff Master.

» Provident fund contribution will be calculated according to the payroll
items amount in staff payroll item setting, rounding method and decimal
place setting in Setup.

e For Grant / Subsidized schools Provident Fund Scheme and ORSO Fund
Scheme, provident fund contribution will be calculated according to
the pre-defined fund rate and the effective date of fund stage of the
staff set in Staff Master.

« For MPF scheme, calculation will be based on the relevant effective
date of MPF Scheme Ordinance defined in Setup.



Maintain Staff Payroll

Open Payroll Capture Staff for Maintain Staff Payroll Validate Payroll Entries
Month Payroll
- Select staff entitled for - Edit payroll amount, provident »| . Check reports R-FSCO16A-E,
payroll in the month. fund contribution amount, etc. R-FSC016B-E and R-FSC016C-E.

v

Generate Validate Payroll Freeze Payroll Generate
Payroll Voucher Voucher Voucher Provident Fund
Voucher

A 4

- Check report R-FSC001-E.

A 4 Generate
i i | Autopay File
Validate Provident Fund A.Print Payroll Voucher > pay
Voucher

— 3] B.Print Provident Fund

- Check report R-FSC001-E. Voucher

Print / Issue Cheque

A 4

A. Payroll

B. Provident Fund
Contribution

A\ 4

A.Post Payroll Voucher Close Payroll

B.Post Provident Fund Month

Voucher




Maintain Staff Payroll - 3 Methods Available to Choose

Method 1: Individual Staff Basis
e Maintain payment and provident fund contribution for individual staff
e Maintain payroll items for individual staff
e Maintain reimbursement item for individual staff
e Maintain cost allocation for individual staff

Method 2: By Batch
e Maintain payroll item in batch
e Maintain provident fund contribution in batch
e Maintain reimbursement item in batch

Method 3: Export / Import
e Export all payroll items and import all payroll items
« Export provident fund contribution and import provident fund
contribution on provident fund scheme basis

Remove staff payroll entries from the system.



ennifer Login Time: 10/09/2003 1533 Logout | Help | PRREE

Maintain Staff Payroll e
Current Schuul ‘f’ear 2001 10 September 2003 19:39

CDS
HKAT
HKEAA

v FMP

Common Setup

Youcher Posting ¥Youcher Enguiry Payroll Month

Budgeting S taff List Payroll kems Provident Fund Beimbursement
Bookkeeping
' Staff Cost Staff Hame Staff Hame Het Payment Payroll Period Paymment
St (Eni) (Chi) $ (DDA - Method
etup DDMMAYYY)
Staff Master [ |Teaching Staf *
. r Ml (WoolSiuMing  |#H4MBH 1767500 QLS00 - 3040542004 Chemque - Withont
P Fund Regist Printing
Tax Return | HCS3  |LeeSinMing = ~EH 17.587.80 | OLOS2004 - 304082004 grhmaque - Withot
Enguiny fing
Report [ Add staff || Delete staff |

CAR
Sales & Stock

Step 1. Click [Prepare Payroll]
tab.

Step 2. Select an Payroll Month.

Data Management

Timetahling

Code Management




Maintain Staff Payroll

Method 1: Individual Staff Basis
e Maintain payment and provident fund contribution for individual
staff
e Maintain payroll items for individual staff
e Maintain reimbursement item for individual staff
e Maintain cost allocation for individual staff

Method 2: By Batch
e Maintain payroll item in batch
e Maintain provident fund contribution in batch
e Maintain reimbursement item in batch

Method 3: Export / Import
e Export all payroll items and import all payroll items
« Export provident fund contribution and import provident fund
contribution on provident fund scheme basis

Remove staff payroll entries from the system.

Slide 25



cDs
HKAT

[S-FSC14-01] FMP > Staff Cost = Payroll = Prepare Paytoll

HKEAA Mr=unrz Mudrull | Payroll ¥Youcher P Fund Youcher  ¥Woucher Posting  ¥Woucher Enquiry  Payroll Month

v FMP Payroll Month (hibd ) I 09/2004 "i

Common Setup

Budgeting S taff List Payroll kems Provident Fund Beimbursement
Bookkeeping
' Staff Cost Staff Hame Staff Hame Het Payment Payroll Period Paymment
St (Eni) (Chi) $ (DDA - Method
etup DDMMAYYY)
Staff Master [ |Teaching Staf *
. r M=l oo StuMing  |BH4EH 1767500 QLS00 - 3040542004 Chemque - Withont
P Fund Regist Printing
Tax Return r | HCS3 [LeeSinMing = ~EH 17.587.80 | OLOS2004 - 304082004 grhmaque - Withot
Enguiny fing
Report [ Add staff || Delete staff |

CAR
Sales & Stock

Step 1. Click the [Staff Code]
hyperlink.

Data Management

Timetahling

Code Management




cvirs Login Time: 11/0/2003 10: 14 Logout | Help | RREE

Maintain Staff Payroll (Method 1) |
Current Schuul ‘f’ear 2001 11 September 2003 10:13
Home
v FMP

Commaon Setup

[S-FSC14-09] FMP > Staff Cost = Payroll = Prepare Payroll

] RCET Woo it Ming (AR] 8]
Budgeting Payroll Month (M7 vy 0972004

Bookkeeping Payroll Period (DDA Y - DDAy ) D100 - 300942004 (Unposted)
' Staff Cost Fund Scheme GrrantdSubsidized Schools FF Scherme

Setup ayment
Staff Master

Reimbursement Cost Allocation

Payroll kems

Total Earning 5 18,500.00
- Total Deduction ($ 0,000
TR G  Employee's Contribution (b 25000
Tax Return Net Amount % 17,5750
Enquiry Total Reimbursement b 0.0
Report Net Payment ;S 17 57500
CAR
Gales & Stock Employer's Contribution ] 925,00

Daiby Coll. Sumima lﬂayment Method Chegue - Without Printing j
Hon-Recurrent Gra

Grant/Subsidized Schools PF Scheme
Contribution Period Employee's Contributi By default, the system will show the

(DDMMYYYY - Rate Original Revitc Payment page

DDIIMMIITW“ y p g

| T 5m| r‘_;,‘,_15[:,3| Step 2. Change the Payment Method for
A0A0RBA004 the selected payroll if necessary.

LE Save ] [ ‘::] Back ]

Report Management

Customization




dmin Login Time: 11/09/2003 10:14 Lovout | Help | PeEE

Maintain Staff Payroll (Method 1) | T
Step 3. Revise the Revised Amount if

Home
[S-FSCA4-09] FMP = Staff Cost = Payroll = Prepard necessary'

v FMP

= Common Setup o Step 3a. For Grant / Subsidized School

» Budgeting Payroll Month (i) .: Provident Fund Scheme, users are allowed
» Bookkeeping Payroll Period (DD Ml ™ - DDMdbd S 5 ™)

e o i e m to revise the Employee’s and Employer’s

Provident Fund Contribution amount
Setup ; Payroll hems

Staff Master

Total Earning 18, 500,00

- Total Deduction ($ 0,000
TG 8 Emplovee's Contribution (% o5 00
s (RET Net Amount § 17.575.00
Endguiry Total Reimbursement $ 000
SERSE Net Payment § 17.575.00

CAR
Employer's Contribution i ALY

Sales & Stock
IET AR [RATTTE] Payment Method
Hon-Recurremnt Gra

Cheque - Without Printing = |

Grant/Subsidized Schools PF Scheme
e Eranloos o's Contribution Employer's Contribnution

Customization T
{ggmml‘ﬁ’m i Original i i Original Revised Amount
Armount $ Armount $
|| 525,00 || 52500

3006004
LE Save ] [

Report Management

‘:‘.:] Back ]




cvirs Login Time: 11/0/2003 10: 14 Logout | Help | RREE

Maintain Staff Payroll (Method 1) [

Home
= FMP

Current Schuul ‘f’ear 2001

Step 3b. For ORSO Scheme,
users are allowed to revise
» Common Setup e ESTYIE Eﬁd‘\ﬁj the Employee’s and

> Budgeting Payroll Month (i) 0972004 Employer’s Provident Fund
» Bookkeeping Payroll Period (DOMMe Y - DDAy ) DLATS004 - 30002008 (Unposty . .
' Stafr Cost Fund Scheme ORS0 Scheme Contribution amount

Setup
Staff Master

[S-FSC14-10] FMP > Staff Cost = Payroll = Prepare Payroll

Payroll kems Reimbursement wuoy sliOCAtION

Total Earning 5 200,000,000
- Total Deduction ($ 0,000
TR G  Employee's Contribution (b 1,000,000

Ve R Net Amount $ 19.000.00
Enquiry Total Reimbursement b 0.0
e Net Payment 3 19,000.00

CAR
Employer's Contribution ] 1,000,000

Sales & Stock

BETARG] RSN Paymment Method
Hon-Recurrent Gra

Auto Pay j

ORS00 Scheme

_ wunu v - ol Employee*s Contritntdinn Employer's Contribustinn
Customization (DDMMYYYY -

DDMMAYYY)

Report Management

Original Revised Amount i Original Revised Amount
Amount ] Amount '

3006004 |
LE Save ] [ ‘::] Back ]

11 September 2003 10:18




in Time: 11/08/4003 10:14 Logout | Help | PIERE

Current

Home Step 3c. For Mandatory Provident

« EMP NC36 sreEner: Fund Scheme, users are allowed to

c Sot Payroll Month (M) (R0
LIRS S payroll Period (DDMMA Yy - DDmbdryy ) 01004 - 30409
Budgeting Fund Scheme MFF Schemoe

Voluntary Contribution amount, as

Bookkeeping well as Employer’s Mandatory and

* starr Cost payroll ltems Bel \/oluntary Contribution amount
Setup Total Earning
Total Deduction

Staff Master Employee's Contribution (% 1,000.00)
P Fund Redist Het Amount § 161000.00

Sl el Total Reimbursement ¥ Q.00
Tax Return
Encuiry Net Payment 3 19000,00
Report Employer's Contribution ¥ 1,000,000

CAR
Sales & Stock

(ETL A (BTG MPF Scheme
Non-Recurrent Gra S o Employee's Contribution

Period Rate Original |Revised Amount - Original
Report Management (DDMMAYYYY - 04 .n.mnunt % Amount
Customization DDMMAYYY) §

Mandatory Contribution

O] R0 - 5.0 1,000,000
S0AE2004

|'||.||'uluntar_-,|r Contribution

OLOGA0M - [(0.00% + $0.00) 0.00 .00 [.00% + $0.00)
30092004

LE Save ] [ <:] Back ]

Payment Methood Il.['.'|_|t|:| Pay j

1.000.00 ‘ 500 ,

revise the Employee’s Mandatory and




finpadmin Login Time: 11/09/2003 10:14 Logout | Help | PR

Maintain Staff Payroll (Method 1) Current R T T

Home PayToll FOnth (R 7 7 ] TR . .
| ey ey special circumstances under

v FMP Fund Scheme Lol Mandatory Provident Fund Scheme
(LB e . Ordinance. The screen will display

g message on the mandatory

ALl UEiED IS contribution if such conditions are

R Total Deduction .
* Staff Cost Employee’s Contribution applicable to the staff.

Setup
Staff Master

Paytoll kems
Budgeting

Met Amoumnt
Total Reimbursement

e ey Net Payment $ 20,000,000

Tax Return Employer’s Contribution b 00
Enguiny

Report
CAR. MPF Scheme

» Sales & Stock Contriburtion Employee's Contribution Employer's Contribution

Period Rate Original |Revised Amount Rate Original | Revised Amount

(DDMMAYYY - I Amount % 0 Amount ¢
» Mon-Recurrent Gra DDA Y™ & &

A BN ED e Mandatory Contribution
Motes:

1 MPF mandatary contribution is HOT required because the employes's age iz smaller than the minimum age =et out in the MPF
Scheme Ordinance throughout the payroll month.

WEe I i vy T ey mAen
R0 .00 0y

Payment Methood Il.['.'|_|t|:| Pay j

» Daiby Coll. Summa

Customization

|'||.||'uluntar_-,|r Contribution
QLAE2004 - 0009 + $D.E0]l| .00 o0 [(0.00% + $D.Cﬂj| (.00 .
L | F 0.00 F 0.00

LE Save ] [ <:] Back ]




Home
= FMP
Commaon Setup
Budgeting
Bookkeeping
W Staff Cost
Setup
Staff Master
Payroll
P Fund Register
Tax Return
Enguiny
Report
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Report Management

Customization

drmiry Login Time: 11/09/2003 10:14 Logout | Help | PICRAE
Current School Year: 2001 | Step 4. Click

[Save] button.

[S-FSC14-09] FMP > Staff Cost = Payroll = Prepare Payroll

NCS1 W oo st Ming (GR7B5)
Payroll Month (M) OO0
Payroll Period (DDA Y - DDAy ) D100 - 300942004 (Unposted)
Fund Scheme Grantisubeidized Schools FE Scheme

Paytoll kems Reimbursement Cost Allocation
Total Earning 5 18,500.00
Total Deduction 3 0000
Employee’s Contribution 3 Q25 00
Net Amount i 17,5750
Total Reimbursement S 0,00
Net Payment ] 1757500
Employer's Contribution ] 2500

Payment Method | chegue - Without Printing = |

GrantSubsidized Schools PF Scheme

Contriburtion Period Employee"s Contribution Employers Contribution

(DDMMAYYYY - Original ; Original Revised Amount

DDMMAYYY) Amount . Amount $

$ $

——

V1.9 Slide 32



Maintain Staff Payroll

Method 1: Individual Staff Basis
e Maintain payment and provident fund contribution for individual staff
« Maintain payroll items for individual staff
e Maintain reimbursement item for individual staff
e Maintain cost allocation for individual staff

Method 2: By Batch
e Maintain payroll item in batch
e Maintain provident fund contribution in batch
e Maintain reimbursement item in batch

Method 3: Export / Import
e Export all payroll items and import all payroll items
« Export provident fund contribution and import provident fund
contribution on provident fund scheme basis

Remove staff payroll entries from the system.

Slide 33



Home
= FMP
Commaon Setup
Budgeting
Bookkeeping
W Staff Cost

Setup
Staff Master

P Fund Register
Tax Return
Enguiny
Report
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Report Management

Customization

Maintain Staff Payroll (Method 1) |

padmin Login Time: 11/09/200% 10:14 L g L
e, ettt Step 5. Click

Current School Year: 2001

[Payroll Items]

[S-FSC14-09] FMP > Staff Cost > Payroll > Prepare Payroll hyperlink.
NCS1 W oo st Ming (GR7B5)
Payroll Month (hmaie sy Caa00d
Payroll Period (DDA Y - DDAy ) D100 - 300942004 (Unposted)
Fund Scheme GrrantdSubsidized Schools FF Scherme

Paytoll kems Reimbursement Cost Allocation
Total Earning 5 18,500.00
Total Deduction 3 0000
Employee’s Contribution 3 Q25 00
Net Amount i 17,5750
Total Reimbursement S 0,00
Net Payment ] 1757500
Employer's Contribution ] 2500
Payment Method | chegue - Without Printing = |

GrantSubsidized Schools PF Scheme

Contriburtion Period Employee"s Contribution Employers Contribution

{gg:mﬁ:w ey s Original i Original Revised Amount
. ' Amount : Amount %

$ $




Maintain Staff Payroll (Method 1) i ;I'hde. steTSih(f);Ns the Maintain Payroll Items for
ndividual Staff page.

Home [5-FSC14-06] FMP > Staff Cost > Payr
© FMP

Commaon Setup MCEL

Budgeting Payroll Month (ks )
e LR ey, hecessary.
Fund Scheme

Step 6a. Revise the amount and expenditure account
code of the payroll item(s) for the selected payroll if

Bookkeeping

' Staff Cost
Setup —uxt Allocation
Staff Master
Payroll kems Original Subject To
Amount Provident
P Fund Register % Fund
Tax Return contribution
Enquiry |Earnlng Payroll HEI‘I.'IS
— E1001 Salary - Teaching Staff 18, 000,00 | 18,000,000 %.Q |G101?C01m2 b=
CAR Teaching Staff Salanes excl
EF. Contribntions
Sales & Stock E1002 Allowanre - Teaching Staff s00d| | 500,00 | BR [GTor701002 es
Daihly Coll. Summa Teaching Staff Salasies excl
Non-Recurrent Gra FF. Contribtions
A e s oal  (E1003 Back Pay - Teaching Staff .00 | oo0 | BR [GIor7o0100 b=
Customization Teaching Staft Salaces excl
EF. Contribntions
Deduction Payroll kems
Doc0] Mo Fay Leave (.00 | 000 | BR [GLor7001002 TEs
Teaching staft Salaries excl
F.F. Contributions

LE Save ] [ <:] Back ]




Home

= FMP

Commaon Setup
Budgeting
Bookkeeping
W Staff Cost
Setup
Staff Master

P Fund Register

Tax Return
Enguiny
Report
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Report Management

Customization

[S-FSC14-06] FMP > Staff Cost > Payroll > Prepare Payroll an account code directly or
click the  (Select Account
Code icon) next to Account
Code textbox to search for
account code from the pop-up

screen.

MCal
Payroll Month by

Woo ol Ming (%
(R0

Payroll Period (DDt - DDA ) D100 - 300542004 (Unpy

Fund Scheme Crantfubeidized Scheols FEF A

Payroll kems Reimbursem
Payroll kems Original Subject To
Amount Provident
$ Fund
Contribution
|Earning Payroll kems
E1001 Salary - Teaching Staff 18, 000,00 | 18,0000, E;.Q |G 0100 b=
CI_ T Staff Salaries excl
Thutions
E1002 Allowance - Teaching Staff 500,00 | L0000 E.';.l [GIor701002 TES
Teaching staft Salaries excl
FF. Contribtions
E1003 Back Fay - Teaching Staff 0,00 | 000 %Q |GlDl?Clillm.1' YES
Teaching Staft Salaces excl
EF. Contribntions
Deduction Payroll kems
Doc0] Mo Fay Leave .00 | 000 | BR [GLor7001002 TEs
Teaching staft Salaries excl
FF. Contribntions

LE Save ] [ <:] Back ]




Maintain Staff Payroll (Method 1) | Step 6c. Fill in / select
appropriate Expenditure

[S-FBRUT-03] FWMFP > BookReeping > Payment VOUCHEr

(2 Retrieve Account Detail - Internet Explorer provided by NCS Pie Lt Account Code and then click
[Copy] or [Select] button to
T Common Account Codfiie(e]n)VAd g [N e(eTe (=N o}-Tel | Qi (o)

Sort By Maintain Payroll Items for
Individual Staff page.

Input Account Code
Account Code

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

Select




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

Maintain Staff Payroll (Method 1)

[S-FBRUT-03] FWMFP > BookReeping > 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\

Step 6d. Select account code from
the Common Account Code drop-
down list box and click [Copy] button




Home
= FMP
Commaon Setup
Budgeting
Bookkeeping
W Staff Cost

Setup
Staff Master

P Fund Register
Tax Return
Enguiny
Report
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Report Management

Customization

Maintain Staff Payroll (Method 1) |

cvirs Login Time: 11/0/2003 10: 14 Logout | Help | RREE

Current Schuul ‘f’ear 2001 11 September 2003 10:53

[S-FSC14-06] FMP > Staff Cost = Payroll = Prepare Paytoll

Step 7. Click
[Save] button.

] Woo Slu Ming (R97]°85)
Payroll Month (bt sy Ca00d

Payroll Period (DDt - DDA ) D100 - 300542004 (Unposted)
Fund Scheme CrrantfSubeidized Scheols FE Scheme

Payroll kems Reimbursement Cost Allocation

Payroll kems Original Subject To
Amount Provident
% Fund
Contribution

|Earning Payroll kems

E1001 Salary - Teaching Staff 1800000 [ | 1500000 | BR [Gormoio Yes

Teaching Staft Salaries excl
F.F. Contributions

E1002 Allowance - Teaching Staff 500,00 | L0000 TES

B? [Gior ooz

Teaching Staft Salaries excl
E.F. Contributions

E1003 Back Pay - Teaching Staff 000 [ | 50 Yes

B* [Giotmolonz

Teaching Staft Salaries excl
F.F. Contributions

Deduction Payroll kems
DOCO1 No Pay Leave 000 [ | il

BR [cioroton e

Teaching Staft Salaries excl

F.F. Contributions

(=)

Back ]

-EI —




Maintain Staff Payroll

Method 1: Individual Staff Basis
e Maintain payment and provident fund contribution for individual staff
e Maintain payroll items for individual staff
e Maintain reimbursement item for individual staff
e Maintain cost allocation for individual staff

Method 2: By Batch
e Maintain payroll item in batch
e Maintain provident fund contribution in batch
e Maintain reimbursement item in batch

Method 3: Export / Import
e Export all payroll items and import all payroll items
« Export provident fund contribution and import provident fund
contribution on provident fund scheme basis

Remove staff payroll entries from the system.

Slide 40



Home
= FMP
Commaon Setup
Budgeting
Bookkeeping
W Staff Cost

Setup
Staff Master

P Fund Register
Tax Return
Enguiny
Report
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Report Management

Customization

Maintain Staff Payroll (Method 1) [

dinin LﬂglllTuue 11/09/2003 10:14 L iéifies il
Step 8. Click

Current Schuul ‘f’ear 2001

[Reimbursement]
hyperlink.

[S-FSC14-06] FMP > Staff Cost = Payroll = Prepare Paytoll

] Woo Slu Ming (R97]°85)
Payroll Month (bt sy Ca00d

Payroll Period (DDt - DDA ) D100 - 300542004 (Unposted)
Fund Scheme CrrantfSubeidized Scheols FE Scheme

Payroll kems Reimbursement Cost Allocation

Payroll kems Original Subject To
Amount Provident
% Fund
Contribution

|Earning Payroll kems

E1001 Salary - Teaching Staff 1600000 [ | 500000 | BR Eiormio Yes
Teaching Staff Salades excl
FF. Contributions

E1002 Allowance - Teaching Staff 500,00 | 000 | BR [GIor701002 TES
Teaching =taff Salanies exncl
P F. Contributions

E1003 Back Pay - Teaching Staff 000 [ | 00 | BR [GTormmion Yes
Teaching Staft Salaces excl
P.F. Contribations

Deduction Payroll kems

Doc0] Mo Fay Leave .00 | 000 | BR [GLor7001002 TEs
Teaching =taff Salaries excl
P.F. Contribations

LE Save ] [ <:] Back ]




.................................... - " Current School Year: 2001 9 July 2003 14:22

= FMP
Common Setup

Budgeting

Bookkeeping

= Staff Cost
Setup
Staff Master

Tax Return
Enguiny
Report

CAR

Sales & Stock

Data Management
Timetahling

Code Management
Security

E-Mail

[S-FSC14-07] FMP > Staff Cost = Payroll > Prepare Payroll

#* Mo zpecified reimburzement in Staff Master for staff NCS3 inthe accounting year 200202003, ‘

3(E TN JASLN (oe e

Payroll Month (hrdr sy ORA20003

Payroll Period 010842003 - 31082003 (Unposted)
Fund Scheme MFF Scherne

. Reimbursement Amount
$

Paytoll kems Reimbhursement Cost Allocation

|Nn:| record.

(B aaa ]

7 Delete ][ D Save ][ ‘2:] Bach ]

No reimbursement setting
has been defined in the

relevant accounting year in
Staff Master.




cvirs Login Time: 11/0/2003 10: 14 Logout | Help | RREE

Maintain Staff Payroll (Method 1) = Current School Year: 2001 11 September 2003 11:20

Home

. EMP [S-FSC14-07] FMP > Staff Cost = Payroll = Prepare Payroll

» Common Setup

NCa1 W oo oo Ming (B85 )
& BT Payroll Monith (e vy 0972004

» Bookkeeping Payroll Period (DDA Y - DDAy ) D100 - 300942004 (Unposted)
Fund Scheme Grantisubeidized Schools FE Scheme

= Staff Cost
Setup
Staff Master

Payroll kems Reimbursement Cost Allocation

P Fund Register

Tax Return

Enquiry ([ a4 ] ! " Delete |[ [] save |[ <] Back |
REDCL add a Flecn:url:ll

CAR
Lales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Report Management

Step 9. Click the [Add]
button to add a
reimbursement item to
payroll. A new row will be

Customization

added.




padnin Login Time: 11/09/2003 10:14 Logout | _

Current Schuul ‘f’ear 2001 11 September 2003 11:22

Home
= FMP

Commaon Setup

[S-FSC14-07] FMP > Staff Cost = Payroll = Prepare Payroll

: e Woo o Ming (B3B8 )
Budgeting Payroll Month (M7 vy 0972004
Bookkeeping Payroll Period (DDA Y - DDAy ) D100 - 300942004 (Unposted)
Fund Scheme GrrantdSubsidized Schools FF Scherme

= Staff Cost

Setup
Staff Master

Payroll kems Reimbursement Cost Allocation

n S 'q'"m""t “
P Fund Register

Tax Return R1001 Travel E}{penses 12.8 ||Bus Fae

Enguiny

Report
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

R1002 Meal Expenses J I
R1001 Travel Expenses |

| 30 ||Lunch Box

Report Management

Customization

Step 10. Select an
appropriate reimbursement

item.




Current Schuul ‘f’ear 2I]I]1 11 September 2003 11:22

Home
= FMP

Commaon Setup

[S-FSC14-07] FMP > Staff Cost = Payroll = Prepare Payroll

: e Woo o Ming (B3B8 )
Budgeting Payroll Month (M7 vy 0972004
Bookkeeping Payroll Period (DDA Y - DDAy ) D100 - 300942004 (Unposted)
Fund Scheme GrrantdSubsidized Schools FF Scherme

= Staff Cost

Setup
Staff Master

Payroll kems Reimbursement Cost Allocation

n S 'q'"m""t “
P Fund Register

Tax Return |H1IIIIII1 Travel Expenses v | 12.8 ||Bus Fae

Enguiry I~ ||R1002 Meal Expenses | | 30 ||Lunch Box
Report 1001 Travel Expenses

CAR
Lales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Report Management

Customization

Step 11. Assign the amount

and remarks.




fnpadmin Login Time: 11/09/2003 10:14 Logout | _

Maintain Staff Payroll (Method 1) T 11 September 2003 11:21

Home
= FMP

Commaon Setup

[S-FSC14-07] FMP > Staff Cost = Payroll = Prepare Payroll

: e Woo o Ming (B3B8 )
Budgeting Payroll Month (M7 vy 0972004

Bookkeeping Payroll Period (DDA Y - DDAy ) D100 - 300942004 (Unposted)
Fund Scheme GrrantdSubsidized Schools FF Scherme

= Staff Cost

Setup

Payroll kems Reimbursement Cost Allocation

Staff Master

P Fund Register b

Tax Return r |H1IIIIII1 Travel Expenses | | 12.8 ||Bus Fae

Report . : i
CAR 'Ml [ /7 Delete ] | E Save ][ 'ﬂ:]BacI: ]
|D te R d | . :
Saes S SaEE =z Records) To remove unnecessary reimbursement item from
the staff payroll:

Enguiry 12 imnnz Meal Expenses | | 30 ||Lunch Box

Daihly Coll. Summa

Hon-Recurremnt Gra

Report Management

Step 12. Click the checkbox next to the

PRI T reimbursement item. (one or more items can be

selected at the same time)

Step 13. Click the [Delete] button.




Home
= FMP
Commaon Setup
Budgeting
Bookkeeping
W Staff Cost
Setup
Staff Master
Payroll
P Fund Register
Tax Return
Enguiny
Report
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Report Management

Customization

min Login Time: 11/09/2003 10:14 Logout | Help | R
Current School Year: 2001 11 September 2003 11:22

[S-FSC14-07] FMP > Staff Cost = Payroll = Prepare Payroll

NCS1 W oo st Ming (GR7B5)
Payroll Month (i) 2004

Payroll Period (DDA Y - DDAy ) D100 - 300942004 (Unposted)
Fund Scheme Grantisubeidized Schools FE Scheme

Payroll kems Reimbursement Cost Allocation

n S Ar“nunt “

| r “H*IEIEH Travel Expenses *| 12.8 ||Elu3 Fare
[T@ Md }{Delet&l] L Save ]! ¥Bach ]

Save Record(s)

Step 14: Click [Save]
button to confirm all

changes have been
done in this page.

V1.9 Slide 47



Maintain Staff Payroll

Method 1: Individual Staff Basis
e Maintain payment and provident fund contribution for individual staff
e Maintain payroll items for individual staff
e Maintain reimbursement item for individual staff
« Maintain cost allocation for individual staff

Method 2: By Batch
e Maintain payroll item in batch
e Maintain provident fund contribution in batch
e Maintain reimbursement item in batch

Method 3: Export / Import
e Export all payroll items and import all payroll items
« Export provident fund contribution and import provident fund
contribution on provident fund scheme basis

Remove staff payroll entries from the system.

Slide 48



min Login Time: 11/09/2003 10:14 Logout | Help | R

Current School Year: 2001 11 September 2003 11:22
Home
. EMP [S-FSC14-07] FMP > Staff Cost = Payroll = Prepare Payroll
Commaon Setup — - : .
SR ) Woo o Mime (S8
Budgeting Payroll Month (Mbare ) (o0
Bookkeeping Payroll Period (DDA Y - DDAy ) DLDSE004 - 30052004 (Unposted)
Fund Scheme GrrantdSubsidized Schools FF Scherme
' Staff Cost
Setup Paytoll kems Reimbursement Cost Allocation
Staff Master
P Fund Register
Tax Return | I_ |H1 001 Travel Expenses J 123 |Eu3 Fare

Enguiry (7 add | [ 5% pelete | [ ] save | [ <JBack |

Report
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Save Record(s)

Report Management

Step 15. Click
[Cost Allocation]

Customization

hyperlink.

V1.9 Slide 49



cvirs Login Time: 11/0/2003 10: 14 Logout | Help | RREE

Maintain Staff Payroll (Method 1) = Current School Year: 2001 11 September 2003 12:04

Home

. EMP [S-FSC14-08] FMP > Staff Cost = Payroll = Prepare Payroll

» Common Setup

NCa1 W oo oo Ming (B85 )
& BT Payroll Monith (e vy 0972004

» Bookkeeping Payroll Period (DDA Y - DDAy ) D100 - 300942004 (Unposted)
Fund Scheme Grantisubeidized Schools FE Scheme

= Staff Cost

Setup
Staff Master

Payroll kems Reimbursement Cost Allocation

nw Sch Level’'Session Allocation Percentage
Or
P Fund Register “

Tax Return ||F'f|mal"!-ffﬂf'ﬂ J “Admln PrugrammeJ

Enguiry [ﬁ Add | /% Delete | [ [] save |[ <JBack |

Report
CAR
Lales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Report Management

Step 16. Click the [Add]
button to add one or more
lines of cost allocation

Customization

record if necessary.




Home
= FMP
» Common Setup
»  Budgeting
» Bookkeeping
W Staff Cost

Setup
Staff Master

P Fund Register

Tax Return
Enguiny
Report
CAR
Sales & Stock
Daihly Coll. Summa
Hon-Recurrent Gra
Report Management

Customization

Maintain Staff Payroll (Method 1) [

din_Login Time: 11/09/2003 10:14 Logout | _

Current Schuul ‘f’ear 2001 11 September 2003 12:11

[S-FSC14-08] FMP > Staff Cost = Payroll = Prepare Payroll

NCS1 W oo st Ming (GR7B5)
Payroll Month (i) 2004

Payroll Period (DDA Y - DDAy ) D100 - 300942004 (Unposted)
Fund Scheme Grantisubeidized Schools FE Scheme

Payroll kems Reimbursement Cost Allocation

Sch Level’'Session Allocation Percentage
I

| L |F'rimarg.rmru1j |Admin Pragramme | | 50
3 |F'rimarg.rIF'Mj |Admin Programme | | 500

[T@ Add ] [ 7 Delete ] LE Save ] [ 'C.:]Bacll ]

Step 17. Select an
appropriate School Level /
Session and Programme, and
assign Allocation Percentage

to the new cost allocation
record.




Home
= FMP
» Common Setup
»  Budgeting
» Bookkeeping
W Staff Cost

Setup
Staff Master

P Fund Register
Tax Return
Enguiny
Report
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Report Management

Customization

Maintain Staff Payroll (Method 1) |

din_Login Time: 11/09/2003 10:14 Logout | _

Current Schuul ‘f’ear 2001 11 September 2003 12:11

[S-FSC14-08] FMP > Staff Cost = Payroll = Prepare Payroll

NCS1 W oo st Ming (GR7B5)
Payroll Month (i) 2004

Payroll Period (DDA Y - DDAy ) D100 - 300942004 (Unposted)
Fund Scheme Grantisubeidized Schools FE Scheme

Payroll kems Reimbursement Cost Allocation

Sch Level’'Session Allocation Percentage
Uq

|F'r|mar'g.rIAM J |Adm|n PrugrammeJ

PrimarnyPM | |Admin Pragramme | | 500

(T aad) [ 57 pelete ) ([ save ) [<Toack )

Delebe Record(s)

To delete cost allocation records:

Step 18. Click the checkbox next to the cost
allocation records. (one or more items can be

selected at the same time)

Step 19. Click the [Delete] button.




din_Login Time: 11/09/2003 10:14 Logout | _

Maintain Staff Payroll (Method 1) Current School Year: 2001 11 September 2003 12:11

Home
= FMP

[S-FSC14-08] FMP > Staff Cost = Payroll = Prepare Payroll

» Common Setup

NCa1 W oo oo Ming (B85 )
& BT Payroll Monith (e vy 0972004

» Bookkeeping Payroll Period (DDA Y - DDAy ) D100 - 300942004 (Unposted)
Fund Scheme Grantisubeidized Schools FE Scheme

= Staff Cost

Setup
Staff Master

Payroll kems Reimbursement Cost Allocation

nw Sch Level’'Session Allocation Percentage
Or
P Fund Register “

Tax Return IF'fImEIWMM J |Adm|n PrugrammeJ
Enguiry M | 2 |[PrimariPm =] | Admin Programme = I—:SL‘J

Report () ndd [,..-ME | [ save [K]Bach]

CAR
Sales & Stock Step 20: Click [Save] button to
confirm all changes have been

Daihly Coll. Summa

Hon-Recurremnt Gra

done in this page.
Report Management

Customization




Maintain Cost Allocation for Individual Staff

« The total allocation percentage must be added up to 100%.

» Duplicated cost allocation records with identical School Level/Session and
Programme in the same payroll is not allowed.

» At least one record must be kept in the payroll.

Slide 54



din_Login Time: 11/09/2003 10:14 Logout | _

Maintain Staff Payroll (Method 1) |
Current Schuul ‘f’ear 2001 11 September 2003 12:11
Home
v FMP

» Common Setup

[S-FSC14-08] FMP > Staff Cost = Payroil = Frepars Payrodl

NCa1 W oo oo Ming (B85 )
& BT Payroll Monith (e vy 0972004

» Bookkeeping Payroll Period (DDA Y - DDAy ) D100 - 300942004 (Unposted)
Fund Scheme Grantisubeidized Schools FE Scheme

= Staff Cost

Setup
Staff Master

Payroll kems Reimbursement Cost Allocation

nw Sch Level’'Session Allocation Percentage
Or
P Fund Register “

Tax Return IF'fImEIWMM J |Adm|n PrugrammeJ

Enquiry M | 2 |[PrimaniFm =] | Admin Programme x| | 50
Report

CAR [T@ Add ][ +* Delete ] E Saui || 'C.:]Bacll | I

|Delete Recnrd{5]l|

Step 21. Click [Back] button
to go back to Prepare
Payroll - Staff List.

Lales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Report Management

Step 22. Repeat Step 1 to 21
for the rest of staff.

Customization




Maintain Staff Payroll

Method 1: Individual Staff Basis
e Maintain payment and provident fund contribution for individual staff
e Maintain payroll items for individual staff
e Maintain reimbursement item for individual staff
e Maintain cost allocation for individual staff

Method 2: By Batch
e Maintain payroll item in batch
e Maintain provident fund contribution in batch
e Maintain reimbursement item in batch

Method 3: Export / Import
e Export all payroll items and import all payroll items
« Export provident fund contribution and import provident fund
contribution on provident fund scheme basis

Remove staff payroll entries from the system.

Slide 56



Current Schuul ‘f’ear 2001 10 September 2003 19:39

cDs
HKAT
HKEAR —
* FMP Payroll Month (habi5 )
Common Setup

[S-FSC14-01] FMP > Staff Cost = Fayvod = Prepars Paygroll

Hl¥oucher Youcher Posting Youcher Enquiry Payroll Month
Qozo0g -

W L l'-l:l’ A

Budgeting S taff List Payroll kems Provident Fund Beimbursement

Bookkeeping

W Staff Cost - Staff Name Staff Name Het Payment Payroll Period Paymment
(Eni) (Chi) $ (DDA - Method

Setup DDA YYY)

Staff Master

r Teaching Staff *

. | Ml |(WoolinMing  |#HMEH 1767500 OLOGL00 - 30052004 | Chemque - Without
P Fund Regist Printing
Tax Return | M3 |Leesw Ming 2B 1758780 | OLOGL00 - 30052004 | Chemque - Without

Enquiny
Report [ Add staff | Delete Staff |

Step 1: Select Payroll

CAR. Month and then click

Sales & Stock

[Payroll Items]
hyperlink.

Data Management

Timetahling

Code Management




Current Schuul ‘f’ear 2001 10 September 2003 11:54

Home
= FMP

Commaon Setup
Mr=unrz Mudrull | Payroll ¥Youcher P Fund Youcher  ¥Woucher Posting  ¥Woucher Enquiry  Payroll Month

Budgeting Payroll Month (hihirev ) 092004 +
Bookkeeping

= Staff Cost

[S-FSC14-03] FMP > Staff Cost = Payroll = Prepare Payroll

Payroll kems Provident Fund Beimbursement

Setup
Staff Master Payroll items j

Doao1 Mo Pay Leave
[ 1mport | L Export |[ [ ] {a E1001 Salary - Teaching Staff

E1002 Allovvance - Teaching Staff
E1003 Back Pay - Teaching Staff

P Fund Register

Tax Return

Enguiry E1004 Salary- Supply Staff —
Report E1005 Allowance - Supply Staff
E1006 Back Pay - Supply Staff
CAR E1007 Salary - Teaching Suppoting Staff
Sales & Stock E1008 Allowsance - Teaching Supporting Staff
E1009 Back Pay - Teaching Suppatting Staff -

Daihly Coll. Summa

Hon-Recurremnt Gra

Report Management

Customization

Step 2: Select a

Payroll Item.




Logout | Help | PR

Step 3a: Revise the
Home amount and expenditure

— [5-F5C14-03] FMP > Staff Cost = Payroll = Prepare Payroll account COde Of staff

Common Setup _ payroll for the selected
Payroll ¥Youcher P Fund ¥oucher ¥oucher Posting

Budgeting Payroll Month (v m payroll month, if
Bookkeeping necessary.

W Staff Cost F i Payroll kems Provident Fund

Setup
Staff Master Payroll ltems E1001 Salary - Teaching Staff

™ Update payroll itern amount to Staff Master,
™ Update payroll itemn account code to Staff Master,

P Fund Register
Tax Return

Enguiny

Staif Hame Staff Origina Suhbject To
Report {(Enngj Hame | Amoun Provident
{Chi) $ Fund
S contribution
Sales & Stock |Teaching Staff *
Daily Coll. Summa MCS]l  (WooSinMing  [#H<4NEH | 18,0000 | 18,000.00 %l | GTOTT000 Yies
Hon-Recurrent Gra 3 :
Teaching Staft Salades excl PLF,
Report Management Comtribtions
Customization NCE3  |LeeSiMing  |ZBH | 18,0000 | 18,000.00 | BA [G1OL0L002 e
m wtaff Salanes excl F.F,
frlkbnions
e={Save Record(s)

| @ Import [E Export ]LE Lave ]




_ =Ll Step 3b. For updating the
Current School YelTaen T I code, User can enter
Home an account code directly or

_ [S-FSC14-03] FMP > Staff Cost = Fayvod = Prapars Pagroll .
* FMP click the  (Select Account

G S E Payroll Youcher P Fund ¥Youcher VYoucher Po COde 1C0n) neXt tO Account

Budgeting Payroll Month (hihdf ) m COde tethOX to SearCh fOl'

Bookkeeping account code from the pop-up
W Staff Cost aff Li Payroll Kems Provident Fut ¢creen.

Setup
Staff Master Payroll ltems E1001 Salary - Teaching Staff

™ Update payroll itern amount to Staff Master,

P Fund Register ]
I Update payroll item account code to Staff Master,
Tax Return
S Staff Name | Staff | Original Subject To
Report {(Enngl Hame | Amount Provident
(Chi) % Fund
CAR Contribution
Lales & Stock |Teaching Staff *
Daity Coll. Summa NCS]  [Woo SiuMing  [#8/M8H 18,000,00 | 18,000, %l | I TO0L000 b=
Non-Recurrent Gra t I.?ﬁmn‘} S fF Salardes excl PR
Report Management fions |
Customization MCE3  |LeelSinMing  |ZBH | 18,000.00 | 18,000.00 | BA [G1OL0L002 e
m wtaff Salanes excl F.F,
frlkbnions
e={Save Records)

Import ][E Export ]L Save ]




Maintain Staff Payroll (Method 2)

| Step 3c. Fill in / select

[5-FBE01-03] FMP > Bookkeeping > Payment Voucher

p
"!-"é Retrieve Account Details - Internet Explorer provided by NCS Pte Lt

appropriate Expenditure

Account Code and then click

Input Account Code

Account Code

[Copy] or [Select] button to

ey copy the code back to

Sort By

Maintain Payroll Items in
Batch page.

I copy Close

=

Search Account Code

Fund Source & Ledger Code
Sub-Ledger Code

Account Cud!

[11701 - Grants outside OEBG/ EOEBG

| v

Select !! Close




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

Maintain Staff Payroll (Method 2)

[5-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\

Step 3d. Select account code from
the Common Account Code drop-
down list box and click [Copy] button




Maintain Staff Payroll (Method 2) [

| VR
Current . User can choose to .upda.te Staff.
Master default setting with the input

LU ] - IIeinleL ul=

Home

D [S-FSC14-03] FMP = Staff Cost = Payroll » Prepare Payroll revised amount and / or account

| =

| =

=

code.

Commaon Setup
Hrzpnrz Biiproll | Payroll Youcher P Fund Youcher Yo

Budgeting

LT U (L ARAT 09/2004 [y Step 4. Select the checkbox [Update

Bookkeeping

“ Staff Cost Staff List Payroll items pey PAYroll item amount to Staff Master]
Setup and / or [Update payroll item
SRR Payroll tems IREL LR e account code to Staff Master].

r i .
P Fund Register Uz eet ltem T B DL eSS
r Update pasecl] ifemn account code to Stadf Waster
Tax Return
Endguiry Staif Hame Staff Original Suhbject To
Report {(Enngj Hame | Amount Provident
{Chi) $ Fund
S Contribution
Sales & Stock |Teaching Staff *
Daihly Coll. Summa . -
Non-Recurrent Gr: NGEL WooShubing |SNEH ) 1800000 | 18,0000 %l |G’1'31?':':'1[:':IE e
] ; Teaching Staff Salavies excl PR,
Report Management Comtribtions
Customization MCE3  |LeelSinMing  |ZBH | 18,000.00 | 18,000.00 | BA [G1OL0L002 e
m wtaff Salanes excl F.F,
frlkbnions
e={Save Records)

Import ][E Export ]L Save ]




Step 5. Cl]Ck [Save]
button.

Current Schuul ‘f’ear 2001

Home

. EMP [S-FSC14-03] FMP > Staff Cost = Payroll = Prepare Payroll

Step 6. Repeat Step 1
Commaon Setup
. Payroll Youcher P Fund Youcher Youcher Posting WYouc to 5 for Other payroll

Budgeting p
ayroll Month (ks IDQIEDD# vi :
Bookkeeping items.

= Staff Cost

Payroll kems Provident Fund

Setup
Staff Master Payroll items E1001 Salary - Teaching Staff |

™ Update payroll itern amount to Staff Master,

P Funil Regist
BN [ (p2ie payroll e account code to Skif Master,
Tax Return
S Staff Name | Staff | Original Subject To
Report {(Enngl Hame | Amount Provident
{Chi) $ Fund
CAR Contribution
Lales & Stock |Teaching Staff *
Daity Coll. Summa NCS]  [Woo SiuMing  [#8/M8H 18,000,00 | 18,000.00 %l | CIOITO0L000 b=
Hon-Recurrent Gra 3 :
Teaching Staft Salades excl PLF,
Report Management Comtribtions
Customization MCE3  |LeelSinMing  |ZBH | 18,000.00 | 18,000.00 | BA [G1OL0L002 e
Teaching Staff Salaries excl PLF.
Contribntions

—|Save Recaord(s)
Import ][@ Eupur‘l:l] LE Save ] \




Maintain Staff Payroll

Method 1: Individual Staff Basis
e Maintain payment and provident fund contribution for individual staff
e Maintain payroll items for individual staff
e Maintain reimbursement item for individual staff
e Maintain cost allocation for individual staff

Method 2: By Batch
e Maintain payroll item in batch
e Maintain provident fund contribution in batch
e Maintain reimbursement item in batch

Method 3: Export / Import
e Export all payroll items and import all payroll items
« Export provident fund contribution and import provident fund
contribution on provident fund scheme basis

Remove staff payroll entries from the system.

Slide 65



Current Schuul ‘f’ear 2001 10 September 2003 13:46

Home
= FMP

Commaon Setup
Mr=unrz Mudrull | Payroll ¥Youcher P Fund Youcher  ¥Woucher Posting  ¥Woucher Enquiry  Payroll Month

Budgeting Payroll Month (hihirev ) 092004 +
Bookkeeping

= Staff Cost

[S-FSC14-03] FMP > Staff Cost = Payroll = Prepare Payroll

Payroll kems Provident Fund Beimbursement

Setup
Staff Master Payroll items | j

P Fund Register Import || L Export |[ []save |

Tax Return

|E:x:|:n:urt All Payroll Tkems |

Enguiny

Report
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Step 7. Click
[Provident Fund]
hyperlink.

Report Management

Customization




cuirs Login Time: 10/0/2003 15:16 Logout | Help | PRREE

Maintain Staff Payroll (Method 2) Current School Year: 2001 10 September 2003 15:58

Home
[S-FSC14-12] FMP > Stafl Cos! = Peyroil = Prepace Payroll

v FMP

= Staff Cost

Report Management

Customization

Commaon Setup
Mr=unrz Mudrull | Payroll ¥Youcher P Fund Youcher  ¥Woucher Posting  ¥Woucher Enquiry  Payroll Month

Budgeting Payroll Month (hihirev ) 092004 +
Bookkeeping

Payroll kems Provident Fund Reimbursement

Setup
Staff Master r““d Scheme | Mot Participate in Provident Fund Scheme jl

Staff Code - Staff Name (Enn) Staff Hame (Chi)

P Funi Register

Tax Return |Clerical and Janitor Staff*

E“quiw Nﬁﬂ Chan Sin M]J'.Lg ﬁd\ﬁﬂ
Report Mg Chenng S Ming AL ~BH

CAR
Lales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

By default, the system will display all

those staff who have not participated in
any provident fund scheme on the payroll
for the selected payroll month.

Step 8. Select a Fund Scheme.




Maintain Staff Payroll (Method 2)

Current School Year: 2001

: fmpadmin Login Time: 10/09/2003 1514 Logout | Help | 3R

10 September 2003 15:58

Home

= FMP Hr=unrz Moeull | Payroll ¥oucher P Fund Youcher  ¥Woucher Pos

Hng

Youcher Enquiry Payroll Month

Common Setup Payroll Month (b5 ) I 092004 vi

Budgeting

Bookkeeping Payroll ltems

= Staff Cost

Provident Fun

d

Setup
Staff Master

Staff Hame Staff Contribution
(Eni) Mame Period
P Fund Register (DDMMYYYY -

Tax Return

Fund Scheme GrantSubsidized Schools PF Scheme

[

Reimbursement

Original
Amount
&

Enguiny

Step 9. Revise the Revised Amount and
Account Code if necessary.

Step 9a. For Grant / Subsidized School
Provident Fund Scheme, user can revise the

|Emplu}ree's Cunt*hutiun

Employee’s and Employer’s Contribution -
amounts and Employee’s contribution
account.

500 925.0p|] %2500 | B [GTaT7001003
Tearhing Staff P.EMPF
Con deduocted at somce
|Emplu:-,rer's Cuntrlhutiun
500 915(1'1 | 925,00
|Emp|u],ree's Cunt*hutiun
500 9250 |] 925.00 | B [GIoT7001003
Tearhing Staff P.F.AMPF
Con deduocted at source
Employer's Cuntrlhutiun
500 9150'3 | 925,00
| |

F



fnpadmin Login Time: 10/09/2003 15:16 Logout | Help | PRRE
Maintain Staff Payroll (Method 2)
Current School ‘f’ear 2001 10 September 2003 15:59

Home FrERErs FE Al Fd 0 T3] F Fund Youcher Youcher Fosting Foucher Enquiry Hayroll Mont -
Payroll Month (Mir vy TLOod v
+ FMP I —
Common Setup staff List Payroll tems Provident Fund Reimbursement
Budgeting
Bookkeeping Fund Scheme ORS0 Scheme |
' Staff Cost
Setup Staff Name Staft Contribution i Original
Staff Master (Eng) ":g:l‘;? I[DD.III:'Ii:II.I"DrE:‘W 1 Am;unt
- DDMMAYYY)

P Fund Register |Clerical and Janitor Staff *

Tax Return IS4 [Lama Sin Ming  |[#F08H 01002004 - |Emp|u1ree s Cunt*hutlun
. 2005004

Enguiry 2001 1,000, | 100000 | BR [G2005001001

Report Grant Expenses
CAR |Emplu:-,rer = Cuntrlhutiun
Sales & Stock S ddbani 1,000.00 | B [GIoTso01002
Daity Coll. Summa Ernplower's contribotions -

entitled to 5%
Hon-Recurrent Gra
=B 0109200 - |Emplu:-,ree's Cunt*hutiun

| 1,000.00 | B [Gaons00100]

Renort Manadement SOAR2004 S0 10
Step 9b. For ORSO Scheme, user | ’ T

. rant Bx
can revise the Employee’s and Rl foes o PETBES
2 q mployer's Co ion
Employer’s Contribution o 1000
amounts and accounts. ' ! Lm0 | BR [Giotsooronz
Ernploser's contribntions -
entitlsd o 5%

L@ Import ][@ Export ]LE Save ]




Maintain Staff Payroll (Method 2)

Current School Year: 2001

10

mpadmin Login Time: 10/09/2003 15:16 Logout | Help | P3CEE
September 2003 16:00

Home
= FMP

Commaon Setup

Budyeting Payroll Month (e
Bookkeeping
= Staff Cost
Setup

Staff Master

Staff Hame
(Enn)

P Fund Register
Tax Return

Enguiny

IIIIEIJ'EEIEM "'i

- = st Payradl > Prepare Panol
S-FSC14-15] FMP > Stafl Cost ~ P = F i 1

Mr=unrz Mudrull | Payroll ¥Youcher P Fund Youcher  ¥Woucher Posting  ¥Woucher Enquiry  Payroll Month

Payroll kems

Provident Fund

Reimbursement

MPF Scheme

Contribution
Period

(DDMMAYYY -
DDMMAYYY)

Original
Amount

b

|Clerical and Janitor Staff * I
SEHDE NCSAChow S Ming  [217[BE %Jggm - Employee's Mandator Contribution
CAR F2004
Syl 750.00 | B [Gan0s001001
Sales & Stock Cirant Bxpenses
Daily Coll. Summa Employee's Yoluntand Contribution
Non-Recurrent Gra ?E?S% 0. F 0.00 %’i |G1Cﬂ5mlml
Step 9c. For Mandatory Crant Hipenses
Provident Fund Scheme, user Employer's Mandatory Contribution
: ’, ) 750.00 | B [G1oT8002002
can revise the Employer’s and e
, Eroplower's contribotions
Employer’s Mandatory and - entifled to 5%
Voluntary Contribution amounts F"‘P'I:"D?;jf; “"'““‘; ontribution
and accounts. +0.00) | 000 | B [G101 8002003
Ernploser's contribntions
| entitled to 10%
F‘IO sn Ming hﬂd“-ﬁﬂ 1AEEA00 - Fmplu}r‘ee's Mandatory Contribution

et s atala st




Home
+ FMP

Commaon Setup

Budgeting

Bookkeeping

W Staff Cost

Setup
Staff Master

P Fund Register
Tax Return
Enguiny
Report

» CAR

[ Calne ol

Maintain Staff Payroll (Method 2)

Current School Year: 2001

r: fmpadmin Login Time: 10/09/2003 15:16 Logout | Help | PRCEGE
10 Septemhber 2003 16:00

I

Heo 2o Ming

el B

The system is able to check the

special circumstances under
Mandatory Provident Fund Ordinance.

The screen will display message on
the mandatory contribution if such

conditions are applicable to the staff.

0] R0 -
SO0

otes:

mployee's Mandatory Contribution

MPF mandatory contribution is HOT required becauze the
employee's age is =maller than the minimum age et out inthe MPF
Scheme Ordinance throughout the payrall month.

Q.00

Ernplover’s contibutions

B* [Gao0sootonn
t Bxpenses

Emplu}ree's Voluntary Contribution

(0
+ 0,000

CI.CCIF .00

B* [Gantsootont

ot E:{E?as

Employer's
Motes:

Mandatory Contribution

1 MPF mandatary cortribution is HOT required becausze the
employee's age is smaller than the minimum age set out in the MPF
Scheme Ordinance throughout the payrall morth.

Q.00

|GIDI o000
Ernploser's contribntions
- entitled o 5%
Emplu}r‘er's Voluntary Contribution
bt I 000 | B} [Groreacaas
Ernplover's contribnotions
- entitled to 10%

[ Print | Import ][_Eﬁ Export ]LE Save ]

Mote: Press "Print" button to print report "MPF Contribution Proforms Report (R-FSC027-ED".

A Jo O] Bl -
Eroplover's contibutions |
- enditled o 5%
Emplu].rer's Voluntary Contribution
(L% (00
A0 000 | B [Groreacaas



Maintain Staff Payroll (Method 2)

¥: fmpacmin Login Time: 10/09/2003 15:16 Logout | Help | TXRE

Home
= FMP
Commaon Setup

Budgeting

Bookkeeping

Current School Year: 2001 10 Septemhber 2003 16:00

' T FAALAS Jo O] Bl -
Eroplover's contibutions |
- entitled to 5%

Emplu].rer's Voluntary Contribution
ot 000 | B [Groreacaas

Eroplower's contribotions
- entitled to 10%

= Staff Cost
Setup
Staff Master

0] R0 -
SO0

MY Ho Slu Ming 1e] <1 BH

i Faeen el Pl vt -

Click [Print] button to print “MPF
Contribution Proforma Report (R-
FSC027-E)”. User can check any staff
who has joined Mandatory Provident
Fund Scheme but no contribution has
been made.

Report Management

Customization

mployee's Mandatory Contribution

otes:

MPF mandatory contribution is HOT required becauze the
employee's age is =maller than the minimum age et out inthe MPF
Scheme Ordinance throughout the payrall month.

5.0

00 000

B* [Gao0sootonn
rrant Brpenses

Emplu}ree's Voluntary Contribution

(0
+ 0,000

m’ 0,00

B* [Gantsootont

ramt Brpenses

mployer's
otes:

Mandatory Contribution

MPF mandatory contribution is HOT required becauze the
employee's age is smaller than the minimum age set out in the MPF
Scheme Ordinance thrnughu:uut the pa':.frnll maorith.

2 00| B [Giotaccaoo
Ernploser's contribntions
- entifled to 5%
Emplu}r‘er = 'U'uluntary Contribution
T 000 | B} [Groreacaas
Ernplover's contribnotions
- entifled to 10%

WSt H'EE

"Print" button to print report "MPF Contribution Proforms Report (R-FSC027-ED".

Import | L33 Enport || [] save |



Maintain Staff Payroll (Method 2) |

Current Schuul ‘f’ear 2001

dininy Lnngl.me 1040942003 15:16 Logout | Help | PREE
10 September 2003 15:58

Home

% FMP Prepare ey ol

Payroll Youcher

»  Common Setup Payroll Month (hibdmasy™™)

»  Budgeting

» Bookkeeping

O "y £~ & A e T

Step 10. Click [Save]
button.

Step 11. Repeat Step
8 to 10 for other
fund schemes.

CAH
Lales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

iff Hame Staff
(Eni) Mame
{Chi)

IEIEIIEEIEI# *i

Payroll kems

P Fund ¥oucher

Youcher Posting

Youcher Enquiry Payroll Month

Provident Fund

Grant’Subsidized Schools PF Scheme

Contribution
Period

(DDMMAYYY -

DDMMAYYY)

[

Reimbursement

Original
Amount
&

Report Management

Customization

#H-[~EH g&%ﬂﬂm - |Emplu}ree's Contribution
200 F200]] 525.00 | BR [GToT7o1003
Teaching Stft PFMEF
Com dedocted at souece
|Emplu}rer's Contribution
400 G250 I 05 110
= /[\AH g{lﬁgﬂﬂm - |Employee's Contribution
L0 S0 %2500 | B* [GTormoioos
Teaching Staff P FMEF
Com dedocted at souoce
|Emplu].rer's Contribution
400 G500 I 5 (0

Import ][E Export ILE Save ]\




Maintain Staff Payroll

Method 1: Individual Staff Basis
e Maintain payment and provident fund contribution for individual staff
e Maintain payroll items for individual staff
e Maintain reimbursement item for individual staff
e Maintain cost allocation for individual staff

Method 2: By Batch
e Maintain payroll item in batch
e Maintain provident fund contribution in batch
e Maintain reimbursement item in batch

Method 3: Export / Import
e Export all payroll items and import all payroll items
« Export provident fund contribution and import provident fund
contribution on provident fund scheme basis

Remove staff payroll entries from the system.

Slide 74



User fmpau:lrrun Lnngl.me 10/09/2003 15:16 Logout | Help

Current Schuul ‘f’ear 2001 10 September 2003 17:03

F

Home Mrzunpz Mzyrnll | Payroll ¥oucher P Fund Youcher Woucher Posting  Youcher Enquiry  Payroll Month T

= FMP Payroll Month (rardn™s™) I 0952004 *ri

Commaon Setup

Budgeting taff List Payroll tems Provident Fund Reimbursement
Bookkeeping
w Staff Cost Fund Scheme Grant’Subsidized Schools PF Scheme |
Setup
. _ i Staff Hame Staff Contribution ; Original
S ST (Eng) Name Period Amount
= (Chi) | (DDMMMAYYYY - %
P Fund Register LIBAA LA
Tax Return |Teachmg Staff *
. MCE] [Woo SioMing  |#H4RBH (01408004 - |Empln].ree'-:-= Contribution
Enquiry AOEEI0Y
500 G500 o5 (0 %{
Report | - [GIOT7001003
CAR Teaching =taff F.F.MEPF
Com deducted at sonmice
Sales & Stock |Empln].rer's Contribution
Daily Coll. Summa L0 5 00 | Step 12. Click
Hon-Recurrent Gra - - — [Reimbursement]
MRS [Lee Sin Ming ZBH (0100 - |Empln}ree's Contribution
Report Management 0G0 500 0500 | . hyperlmk.
Customization
Employer's Contribution
5000 G250 |
.Tmnnrt Prowident Furu:l|

¢ Innport [E Export LE Saue




Maintain Staff Payroll (Method 2)

Home
= FMP
Commaon Setup

Budgeting

Bookkeeping
W Staff Cost
Setup
Staff Master

P Fund Register
Tax Return
Enguiny
Report
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Report Management

Customization

=l %

Current School Year: 2001 10 September 2003 19:24

[S-FSC14-04] FMP > Staff Cost = Payroll = Prepare Payroll

Mr=unrz Mudrull | Payroll ¥Youcher P Fund Youcher  ¥Woucher Posting  ¥Woucher Enquiry  Payroll Month

Payroll Month (hbissyy)

Reimbursement

IIIIEIJ'EEIEM "'i

Payroll kems

F1001 Travel Expenses
F1002 Meal Expenses

]

Provident Fund Reimbursement

Step 13. Select a Reimbursement
ltem.

All the staff payroll captured for
the selected reimbursement item

will be displayed.




Home

. EMP [S-FSC14-04] FMP > Staff Cost = Payroll = Prepare Payroll

Step 14. Revise the amount

Common Setup . and remarks if necessary.
. Payroll ¥Youcher P Fund ¥oucher %oucher Postin
Budgeting Payroll Month (MR YY) 09/2004 -

Payroll kems Provident Fund

Bookkeeping
' Staff Cost

Setup
Staff Master Reimbursement | R1001 Travel Expenses x|

P Fund Register Armount
Tax Return §
Enguiny
SEHDE NCEL |WeoSin (&M || 100,00 |[Tasi Fare
CAR Ming
Sales & Stock L] MLE jnglu =L 12,80 |[Bus fare
Daihly Coll. Summa
Hon-Recurrent Gra
Report Management Save Record(s)

Customization




Home
= FMP

Commaon Setup

[S-FSC14-04] FMP > Staff Cosl = Payroll = Fropane Payroll

Step 16. Repeat Steps 12 to
Payroll ¥Youcher P Fund ¥oucher ¥oucher Post 15 for Other reimbursement
Payroll Month (M) [0g/2004 =] items.

Budgeting
Bookkeeping
= Staff Cost i i Payroll kems Provident Fund .. acment

Setup
Staff Master Reimbursement | R1001 Travel Expenses x|

P Fund Register Armount
Tax Return §
Enguiny
SR NCSL [WooSin  [#HMH || 10000 |[Taud Fare
CAR Ming
Sales & Stock NGRS ?m =S| 12,80 |[Bus fare
Daihly Coll. Summa
Hon-Recurrent Gra
Report Management Save Record(s)

Customization




Maintain Staff Payroll

Method 1: Individual Staff Basis
e Maintain payment and provident fund contribution for individual staff
e Maintain payroll items for individual staff
e Maintain reimbursement item for individual staff
e Maintain cost allocation for individual staff

Method 2: By Batch
e Maintain payroll item in batch
e Maintain provident fund contribution in batch
e Maintain reimbursement item in batch

Method 3: Export / Import
o Export all payroll items and import all payroll items
« Export provident fund contribution and import provident fund
contribution

Remove staff payroll entries from the system.

Slide 79



Maintain Staff Payroll (Method 3)

User: superl Login Time: 05122011 156:00 Logout | Help | PXRR#*

Step 1. Click #&

Current School Year: J

S LLMIETIL
Attendance
Student Activities
Award & Punishme
Assessment

Staff Deployment
Staff

CDs

HKAT

+ FMP

Common Setup
Budgeting
Bookkeeping
Staff Cost
Setup
Staff Master
Payroll
P Fund Regist
Tax Return
Enquiry
Report
CAR
Sales & Stock
Daily Coll. Sum

Hon-Recurrent (

Timetabling
Code Management
Security

Customization

[S-FSC14-03] FMP > Staff Cost> Payroll > Prepare Payroll

the [Export]
button.

Prepare Hayroll P Fund ¥Youcher VYoucher Posting

IEIQ.-"EEIEIE vl

Payroll ltems

Payroll Youcher Voucher Enquiry  Payroll Month

Payroll Month (MK~

Staff List

Reimbursement

Provident Fund

Payroll ltems | |

'g? Import E Export Em




User: super! Login Time: 03/12/2011 16:00 Logout | Help

Maintain Staff Payroll (Method 3)

[S5-FSC14-03] FMP > Staff Cost > Payroll » Prepare Payroll

Current School Year: 2044 5 December 2011 15:1!3'

Student Activities
HMrznzipm Prgrull | Payroll Youcher P Fund Youcher VYoucher Posting  Woucher Enquiry  Payroll Month

Award & Punishme S Iy s s [09/2002 =]
Assessment

Staff Deployment
Staff
CDS
HKAT
-+ FMP

Payroll tems Provident Fund Reimbursement

Payroll ltems

e |

' Step 2. Save the file

SOm
c File Download x
ausger lOCally into the X
Bookke USE rs’ Compute r. Do you want to open or save this file?
w Staff G Mame: Payroll200209.xls

Setup ﬂj Type: Microsoft Excel Worksheet

Staff Master From: 10,15.35.116

P Fund Regist Open Save | Cancel

Tax Return g

Report harm your computer. |f you do nat trust the zource, do not open or

Enquiry
@ While filez from the Internet can be useful, zome files can potentially
CAR zave this file. What's the risk?

Sales & Stock

Timetabling

Code Management
Security

Customization




Maintain Staff Payroll (Method 3)

User: super! Login Time: 03/12/2011 16:00 Logout | Help

Current School Year: 2044

3 December 2011 1E:ZDI

Student Activities
Award & Punishme
Assessment
Staff Deployment
Staff
CDS
HKAT

+ FMP

CommonSet Step 2. Save the file

Budgeting
Bookkeepi
-
Setup
Staff Master

Timetabling
Code Management

Security

Customization

[S-FSC14-03] FMP > Staff Cost > Payroll » Prepare Payroll

Prepare BPayroll

Payroll Youcher

P Fund ¥Youcher

Payroll Month (MMM

Staff List

Payroll ltems

- locally into the
users’ computer.

Payroll tems

Youcher Posting

Voucher Enquiry

Payroll Month

IEIQIEEIEIE vl

Provident Fund

[

savens
L@ Import ] [ I_-FE Export

Save in: I @ Deskiop

e e

Reimbursement

Deszkio p

0l o Docurnents

File narne:

Save as bype:

il

I Microzaft Excel Wark sheet

=
=~

Save I
Cancel |




Microsoft Excel - Payroll200209.:51s

E] Fle Edt ‘Wew Insert Format  Tocls Data  Window  Help

Type a questio

NEHSISRAIVE| L Q@R F|9-0-8 = -3] X[ Qw0 - @ -0 - B 7 USE=HHEy 0 5B EE
R R R D | [ By g Reply with Changes.., End Review. .. !
A1 < x
n % T ® [ E I T | FE Step 3. Open the exported
1 S/Mo Staff Code Staff Mame Payrall Period Payroll ltem Code IS 1 1
| 2 [*RTO01F8902 ™ il *RTO1 FMP Test *01,/09/2002 - 30/057456 f] le :In MlcrOSOft Excel or
[&] *D00 equivalent program.
& *D5599
[ 5 | *E0002 .
| B | "EOO03 "Back Pay faor Teag™.00 .00
| 7 *E0004 *MISS far teaching *0.00 .00
| & | *ED00S *MISS for Teaching *0.00 '0.00
=N *E0D0G *Salary for Supply ™0.00 1.00
10 *E0007 *Zalary for Teachin *0.00 .00
(11 *E0003 *SALARY - Clerica ™0.00 .00
[ 12 | *EO00S *Salary - Boarding ™0.00 .00
13 ) *E0010 *Salary - Boarding "0.00 .00
[ 14 | *EO011 *Test Taxtion item *0.00 .00
15| *E0012 *Test Taxation Iterr*0.00 .00
16 | "TEST "karina testing ([ ™0.00 .00
[ 17 | *TEST1 *Testing (D) *0.00 .00
| 15 | "TESTZ *Special Program (™0.00 .00
19 [72223F8902 *1 2 2223 *kwran shirley 01/0%/2002 - 30402458 *456 (E) *0.00 .00
| 20 ) *D0001 *Ma Pay Leave ([ *0.00 .00
[ 21 *Da994 *MISS (DEDUCTIOD.00 .00
[ 22 | *E0005 *SALARY - Clerica ™15,000.00 "5,000.00
| 23 | "TEST "karina testing (D) "0.00 .00
| 24 | *TESTH *Testing (D) *0.00 '0.00
| 25 [*C.J01 55902 *1 *3 *CJm FSTAFF law *01./09/2002 - 30/02*456 456 (E) *0.00 .00
| 26 | *D0001 *Mo Pay Leave (D) *100.00 100.00
| 27 | *Da999 *MISS (DEDUCTIO™D.00 .00
= *E0002 *Allowance for Tea*200.00 200.00
[ 29 | *E0003 *Back Pay for Teac™300.00 "300.00
| 30 *EO004 *MISS far teaching *0.00 .00
31 *E0005 *MISS for Teaching 0.00 .00
| 32 | =R *Salary for Supply "0.00 .00
[ 33 | TEOO07 *Salary for Teachin ™0.00 .00
| 34 | *ED003 *SALARY - Clerica ™0.00 0.00
| 35 *E0D03 *Salary - Boarding ™0.00 1.00
| 36 | *EO010 *Salary - Boarding ™0.00 1.00
| 37 | TEOO11 *Test Taxtion item ™0.00 .00
£ TEOOMZ *Test Taxation ter™0.00 .00
"TEST *karina testing (D) ™0.00 E.DD
1 1 *TESTH *Testing (D) *0.00 .00
Maintain Staff Payroll (Method 3) s YT oo
i *TEST3 *Special Expense 170.00 .00



Micrnsnft Excel - Payroll200209.:ls

.E_] File Edit  Wiew Insert | Format | Tools  Daka Window  Help

NEHS 3 Q| VE s Ctri+1 @ - 4| %M 4 100w - @Al
Rowy ]

Colurnn

Sheet AukoFit Selection |

E
Hide Payrall Period

AutoFormat...

Payroll ltern Code

“RTO1FE02 1 est 01082002 - 30/0¢ 456

Conditional Formatting. .. Unhide

w

k4 Standard Width...

(=R 2223F 8902 *1

Step 4. Highlight all cells and
then select [Format] »>
[Column] - [AutoFit
Selection] from the Toolbars.

Maintain Staff Payroll (Method 3)

*Doa0d

*03993
*E0002
*EN003
*E0004
*EN00S
*E0006
*E0007
*E000G
=0
*E0010
*E0011

*E0012
TEST

*TESTI
*TESTZ

*lwan shirley *01./08/2002 - 30/0¢*456

*D00o1
*09993
*EN00S
*TEST

TESTI

*STAFF law *01./08/2002 - 30/0¢*456

*D00o1
*09993
=1
*EN003
=0
*EN00S
*EN00G
*E0N007
*EN00S
*EN003
*EN010
*E0011
*E0012
TEST

*TEST!
*TESTY

-~ 10

B I

Payroll ltern Desc 1 Ory. Amt.
*45E (E) *0.00
*Mo Pay Leave (D) *0.00
*MISS (DEDUCTIO*0.00
*Allowance for Tea *0.00
*Back Pay for Teac™0.00
*MISS for teaching *0.00
"MIZS for Teaching™0.00
*Salary for Supply 0,00
*Salary for Teachin "0.00
*SALARY - Clerica *0.00
*Salary - Boarding "0.00
*Salary - Boarding *0.00
*Test Taxtion item *0.00
*Test Taxation terr *0.00
Tkarina testing (07 "0.00

*Testing (D) *0.00
*Special Program {™0.00
*456 (E) *0.00

Mo Pay Leave (D) "0.00
WSS (DEDUCTIO*0.00
FSALARY - Clerica *15,000.00
*karina testing (0 *0.00
*Testing (D) .00
*456 (E) *0.00
Mo Pay Leave (D) *100.00
WSS (DEDUCTIO*0.00
TAllowance for Tea *200.00
*Back Pay for Teac™300.00
"MIZS for teaching "0.00
"MISS for Teaching*0.00
TSalary for Supply "0.00
*Salary for Teachin *0.00
*SALARY - Clerica *0.00
*Salary - Boarding *0.00
*Salary - Boarding "0.00
*Test Taxtion itern *0.00
*Test Taxation terr *0.00
*karina testing (0 *0.00

*Testing (D) .00
Fracial Pranrara (100

=
]
I
il
=

-
4.
-]
o
=

ik

i
4
L1

J
Rev. Amt.
.00
.00
.00
.00
.00
.00
0.00
.00
0.00
.00
0.00
.00
0.00
.00
0.00
.00
0.00
.00
0.00
.00
" 5,000.00
.00
0.00
.00
00,00
.00
B00.00
=00.00
0.00
.00
0.00
.00
0.00
.00
0.00
.00
0.00
.00

.00
T nn



Type a quastion For he

Maintain Staff Payroll (Method 3)

LR o4 100 - H arial I U EE=EEEy v w8 ESE
b [ i R & & Feply with Changes... End Rewview... H
L1 - # Rev. Acct. Code
H T K I v

| 1 |Payroll ltem Desc (Type) Org. Amt.  |[Rew Amt. | Org. Acct. Code
| 2 ["456 (BE) *0.00 T.00 *G1016001001 - Grant Exp - MISS - Teaching Staff 510168001001
| 3 [*Mo Pay Leave (D) *0.00 .00 *52005001001 - Grant Exp - Administration Grant (School Section) (52005001001
| 4 [*MISS (DEDUCTION) (DY *0.00 .00 *(51016001001 - Grant Exp - MISS - Teaching Staff (51016001001
| & |"Allowance for Teaching Staff (E) "0.00 .00 *51017001002 - Teaching Staff Salaries excl P.F. Contributions 51017001002
| B [*Back Pay for Teaching Staff (E) *0.00 .00 *51017001002 - Teaching Staff Salaries excl P.F. Contributions 51017001002
| 7 ["MISS for teaching staff (E) *0.00 T.00 *31016001001 - Grant Exp - MISS - Teaching Staff 51016001001
| 8 [*MISS for Teaching Supporting Staff (E) *0.00 .00 *G1016002001 - Grant Exp - MISS - Teaching Supporting Staff 51016002001
| 9 |"Salary for Supply Staff (E) *0.00 .00 1017002002 - Supply Staffs Salaries 510170020022
| 10 |"Salary for Teaching Suppaorting Staff (E) "0.00 .00 *51017003002 - Teaching Supporting Staff's Salaries 51017003002
| 11 |"SALARY - Clerical and Janitar Staff (E) 0.00 .00 *51017004002 - Clerical and Janitor Staff's Salaries 51017004002
| 12 [*Salary - Boarding Section Nan- Teaching Staff (E) *0.00 .00 *G1056001002 - Staff Salaries (Boarding) 51056001002
| 13 [*Salary - Boarding Section Supply Staft (E) *0.00 .00 *52005001001 - Grant Exp - Administration Grant (School Section) 52005001001
| 14 [*Test Taxtion item 1 (E) *0.00 .00 *51039001001 - Grant Exp - One-off Grant for Chinese as MO (51039001001
| 15 |"Test Taxation ltem 2 (E) *0.00 .00 *510020010017 - Grant Exp - Other Recurrent 51009001007
| 16 |"karina testing (D) "0.00 .00 027003588001 - Grant Expenses 02700585001
| 17 |*Testing (D) *0.00 .00 *(31016001001 - Grant Exp - MISS - Teaching Staff 1016001001
| 18 [*Special Program (D) *0.00 .00 *51018001001 - Grant Exp - Mon-Teaching PF Sche Emplaoyer's Cont. 51018001001
| 19 [*456 (E) *0.00 T.00 *G1016001001 - Grant Exp - MISS - Teaching Staff 510168001001
| 20 [*Mo Pay Leave (D) *0.00 .00 *(2005001001 - Grant Exp - Administration Grant (School Section) (52005001001
1 ["MISS (DEDUCTION) (D) *0.00 .00 *(31016001001 - Grant Exp - MISS - Teaching Staff (51016001001
17004002 - Clerical and Janitor Staffs Salaries 51017004002
C d 0 C c( )d 0 C 00833001 - Grant Expenses 02700833001
16001001 - Grant Exp - MISS - Teaching Staff 51016001001
deld d prescritable 10 O 16001001 - Grant Exp - MISS - Teaching Staff 51016001001
05001001 - Grant Exp - Administration Grant (Schoal Section) (52005001007
16001001 - Grant Exp - MISS - Teaching Staff (51016001001
ap () DA A 0 ~ ~ 17001002 - Teaching Staff Salaries excl P.F. Contributions G1017001002
17001002 - Teaching Staff Salaries excl P.F. Contributions 51017001002
DA ad A 0 0 0 a oY= 16001001 - Grant Exp - MISS - Teaching Staff 510168001001
16002001 - Grant Exp - MISS - Teaching Supporting Staff 51016002001
ANd Re A olel= 0 O - 17002002 - Supply Staff's Salaries (51017002002
17003002 - Teaching Supporting Staff's Salaries 51017003002
A ) olel= 0 0 - PE AlE 17004002 - Clerical and Janitor Staff's Salaries 51017004002
56001002 - Staff Salaries (Boarding) (51056001002
AlLOWEd LO PEe ediLed 05001001 - Grant Exp - Administration Grant (School Section) 52005001001
390010017 - Grant Exp - One-off Grant for Chinese as MO 51039001007
. .00 *510030010017 - Grant Exp - Other Recurrent 151009001001
*0.00 .00 *027008585001 - Grant Expenses 02700338001
*0.00 .00 *(31016001001 - Grant Exp - MISS - Teaching Staff 1016001001
41 |*Special Program (D) *0.00 .00 *531018001001 - Grant Exp - Mon-Teaching PF Sche Emplaoyer's Cont. 51018001001
42 |*Special Expense (I *0.00 .00 *51018001001 - Grant Expenses (51019001001



Maintain Staff Payroll (Method 3)

@J File Edit Wwiew Insert Formak  Tools  Daka  Window  Help Type a question For help
B 1 ST T T A AR R TR R Ry -0 <[ B 7 U|EEEE W% o W% EE -
i Bl Bsave| S B kil (= Reply with Changes... End Rewiew... B

Al - f

& Bl ¢ | © | E | F | G | H | [ | |
1 oMo | Staff Code | Staff Mame Payroll Period Payroll ltem Code  |[Payroll ltem Desc (Type) Oryg. Amt. Rev. Amt. Org. Acct. [
| 2 "RTO1FS902 ™1 ™1 *RT1 *FMP Test *01,/09/2002 - 30/09/2002  ™456 *456 (E) *0.00 .00 *G1016001C
| 3 | *Do0at *Mo Pay Leave (D) *0.00 0.00 *G2005001C
4 *Do959 WSS (DEDUCTION) (D) *0.00 0.00 *G1016001C
| 5 | *E000Z *Allowance for Teaching Staff (E) *0.00 .00 *51017001C
| B | *E0003 *Back Pay for Teaching Staff (E) *0.00 0.00 10170010
| 7 *E00n4 *MISE for teaching staff (E) *0.00 0.00 *G1016001C
| g | *E000S *MISS for Teaching Supporting Staff (E) *0.00 .00 *G1016002C
9 *E000E *Salary for Supply Staff (E) *0.00 0.00 *G1017002C
10 | *E0007 *Salary for Teaching Supporting Staff (E) *0.00 0.00 *G1017003C
11| *E000g FSALARY - Clerical and Janitor Staff (E) *0.00 .00 *G1017004C
12 | *E00DS *Salary - Boarding Section Mon- Teaching Staff (E) *0.00 T.00 *G1056001C
| 13 | *E0010 *Salary - Boarding Section Supply Staff (E) *0.00 0.00 *G20050010
14 | *E0011 *Test Taxtion item 1 (E) *0.00 .00 *(1032001C
15 | *E0012 *Test Taxation Item 2 (E) *0.00 .00 *G1003001C
16 | *TEST *karina testing (0} *0.00 0.00 27003530
|17 | *TEST1 *Testing (D) *0.00 .00 *G1016001C
15 | *TEST2 *Special Program (D) *0.00 .00 *G1018001C
|19 2223F8902 M1 2 Errc *kwean shirley 01,/09/2002 - 3040972002 456 *456 (E) *0.00 0.00 *G1016001C
20| iy *Mo Pay Leave (D) *0.00 .00 *(2005001C
21 | *09993 *MISS (DEDUCTION) (D) *0.00 .00 *G1016001C
| 22 | *E000g *SALARY - Clerical and Janitor Staff (E) *15,000.00 "5000.00 *G1017004C
| 23 | *TEST “karina testing (D) *0.00 .00 *(027003550
| 24 | *TEST1 *Testing (D) *0.00 0.00 *G1016001C
| 25 |*CJO158902 |11 73 *CJo1 *ETAFF law 01,/09/2002 - 3040972002 456 *456 (E) *0.00 0.00 *G1016001C
| 26 | iy *Mo Pay Leave (D) *100.00 "100.00 *(2005001C
*09999 *WMISS (DEDUCTION) (D) *0.00 .00 *G1016001C
A A ~ ~ *E00nz *Allowance for Teaching Staff (E) *200.00 200.00 10170010
P O C *E0003 *Back Pay for Teaching Staff (E) *300.00 "500.00 *G1017001C
*E0004 *MISS for teaching staff (E) *0.00 .00 *G1016001C
*E000s *MISS for Teaching Supparting Staff (E) *0.00 0.00 *G1016002C
O 0ad 0 *E000G *Salary for Supply Staff (E) *0.00 .00 *G1017002¢
*E0007 *Salary for Teaching Supporting Staff (E) *0.00 .00 *31017003C
DO 0 DA 0 O *E000S *SALARY - Clerical and Janitor Staff (E) *0.00 0.00 *G1017004C
*EODDS *Salary - Boarding Section Mon- Teaching Staff (E) "0.00 .00 *G1056001C
*E0010 *Salary - Boarding Section Supply Staff (E) *0.00 .00 *320050010
*E0011 *Test Taxtion item 1 (E) *0.00 0.00 10390010
38 *E0012 *Test Taxation ltem 2 (E) *0.00 0.00 *G1002001C
39 *TEST “karina testing (D) *0.00 .00 *(027003550

40 *TEST1 *Testing (D *0.00 .00 *G1016001C



Maintain Staff Payroll (Method 3)

User: superl Login Time: 03122011 16:00 Logout | Help

Current School Year: 2044

5 December 2011 15:4‘:’3"

= LLILFETIL
Attendance
Student Activities
Award & Punishme
Assessment
Staff Deployment
Staff
CcDs
HKAT
= FMP
Common Setup
Budgeting
Bookkeeping
Staff Cost
Setup
Staff Master
Payroll
P Fund Regist
Tax Return
Enquiry
Report
CAR
Sales & Stock
Daily Coll. Sum

Hon-Recurrent (

Timetabling
Code Management
Security

Customization

Prepare Payroll

Payroll Youcher

[S-FEC14-03] FMP > Staff Cost> Payroll > Prepare Payroll

P Fund ¥Youcher

Voucher Posting

Voucher Enquiry

Payroll Month

Staff List

Payroll ltems

Payroll Month (MMM ™)

IEIEI.-"EDEIE vl

Payroll ltems

Provident Fund

Reimbursement

Exnport ] [ D Save ]

(impor 1@'

Import All Payrall Ikems h

Step 7. Click the
[Import] Button.



User: superl Login Time: 03122011 16:00 Logout | Help

Ma| n tal n Staff Payl‘O I I (M eth 0] d 3) T Current School Year: 2044 5 December 2011 16:53

[S-FEC15-01] FMP > Staff Cost> Payroll > Prepare Payroll

Student Activities

Award & Punishme:

:IIIFUI ; l;:: Fﬂ,l U:: :;:III:

Payroll Month (M)
Filename and Path

[ CContim ) ([goea]

Assessment
Staff Deployment
Staff
CcDs
HKAT
= FMP
Common Setup
Budgeting
Bookkeeping
W Staff Cost
Setup
Staff Master

IEIEI.-’EDEIE vI

P Fund Regist:

Tax Return
Enquiry
Report

CAR

Sales & Stock

Daily Coll. Sum

Hon-Recurrent (

Step 8. Type the file path or

click the [Browse] button to
import the revised XLS file to
the system.

Step 9. Click [Confirm]
button.

Timetabling
Code Management
Security

Customization




; ; i User: superl Login Time: 03/12/2011 15:00 Logout | Help
Maintain Staff Payroll (Method 3) ' Current School Yeam20dd s Dozt ;58
Import Result

[5-F5C15-02] FIIP > 5taff Cost > Payroll > Prepare Payroll
File has been imported. Resultz are as follows:

Student Activities
Award & Punishme) Bottom
Assessment
Staff Deployment
(DDIMMIYYYY - DDIMMIYYYY)
Ll Failed Update Records
HKAT |H:J record.
* FMP |5uc:oessfully Update Records
Common Setup | 1 |RT|:|1 |Fh'|P Test | |Dl.-"|:|9.-"2|:||:|2 - 30/09/2002 |Reu:u:|r|:|(s} zaved succezafully.
Budgeting | 2 |2223 |kwan shirley | |mmwznuz - 30/09/2002 |Recurd(5} zaved successfully.
Bookkeeping | 3 |c;rm |ST.ﬁ.FF law |%EEE |mmgfznnz - 30/09/2002 |Recurd(5} zaved successfully.
* Staff Cost | 4 |R0L2 |TYFE THREE [EER= |01/09/2002 - 30/09/2002 \Record(s) saved successfully.
Setup | 5 |20 |Z HUNDERT | 01/09/2002 - 30/09/2002  |Record(s) saved successfully.
Staff Master | & |TP.F:-'D |STP.FF azazas |;ﬂ¥§£ |mmwznuz - 30/09/2002 |Recurd(5} zaved succezafully.
Payroll ~Top
P Fund Regist

Tax Return
Enquiry
Report
CAR
Sales & Stock
Daily Coll. Sum
Non-Recurrent {

Timetabling
Code Management
Security

Customization




User: superl Login Time: 03/12/2011 15:00 Logout | Help

Maintain Staff Payroll (Method 3) Current School Year: 2044 5 December 2011 17:05

[5-F5C15-02] FIMP > 5taff Cost > Payroll > Prepare Payroll
File has been imported. Resultz are as follows:

Student Activities
Award & Punishme) #Bottom
Staff Deployment
T | N N o
(DDIMMYYYY - DDIMMYYYY)
sl |Fa||ed Update Records
HKAT 1 |[Toz [FME Test | 01/09/2002 - 30/08/2002 |- £-55159 ; Payroll ftem doss not exist,
=« FMP |5uocessfu|l1_.r Update Records i
Common Setup i B INFIFPPE [kwan shirley | |01/09/2002 - 30/08/2002  |Record(s) saved successfully.
Budgeting | & |[cIoL STAFF law EEE |01/09/2002 - 20/09/2002 \Record(s) saved successfully.
Bookkeeping 4 [Roiz [TYPE THREE [EEEEE |01/09/2002 - 30/09/2002  |Record(s) saved successull.
w  Staff Cost |5 |20 |2 HUNDERD | |01/09/2002 - 30/08/2002 |Recordis) saved successfully.
Setup | 6 |T46D |STAFF asasas (AR 01/09/2002 - 30/08/2002  |Record(s) saved successully.
Staff Master Top
;

P Fund Regist
Tax Return
Enquiry
Report
CAR
Sales 8 Stock
Daily Coll. Sum
Non-Recurrent ¢

In case of any invalid data input into the
imported file, the system will detect the
error and abort the update action for

that staff. The system will then proceed

with updating for other staff.

Timetabling

Code Management
Security

Customization




Maintain Staff Payroll

Method 1: Individual Staff Basis
e Maintain payment and provident fund contribution for individual staff
e Maintain payroll items for individual staff
e Maintain reimbursement item for individual staff
e Maintain cost allocation for individual staff

Method 2: By Batch
e Maintain payroll item in batch
e Maintain provident fund contribution in batch
e Maintain reimbursement item in batch

Method 3: Export / Import
e Export all payroll items and import all payroll items
o Export provident fund contribution and import provident fund
contribution on provident fund scheme basis

Remove staff payroll entries from the system.

Slide 91



Maintain Staff Payroll (Method 3)

User: superl Logi

Student Activities
Award & Punishme
Assessment

Staff Deployment
Staff

CDs

HKAT

~ FMP

Common Setup
Budgeting
Bookkeeping
* Staff Cost
Setup
Staff Master

Timetabling

Code Management
Secunty
Customization

[S-F5C14-13] FMP > Staff Cost > Payroll > Prepare Payroll

Prepare Payroll

Payroll Youcher

P Fund Youcher

Voucher Posting

Voucher Enquiry

Payroll

Payroll Month (M5

Fund 5cheme

[0a/z002 ]

Provident Fund

|GI&nthuhsidized Schools PF Scheme =]

Step 10. Select FL_|nd
Scheme.

Step 11. Click the [Export]

button.

Reimbursement

Staff Staff Name (Endag) Staff NHame | Contribution Period
Code {Chi} (DDIMMYYYY -
- DDIMMYYYY)
Clerical 5taff
RTOL |FWP Test 01/09/2002 - |Emplcﬂ,ree's Contribution
30/09/2002 5 00 .00
: ol | 0.00 | BR [gioT7o01007
Teaching Staff P_F_/MEF
Contri. deducted at souwrce
|Emplc-1,rer's Contribution
| 5_uu| u_uu|| 70 |
Clerical and Janitor Staff*
EO12 |TYFE THREE Eana 01/09/2002 - |Emplc-1,ree's Contribution
30/09/2002 5 00 T 60
: | 0.00 | BR [GiaT7o01007
Teaching Staff P_F_/MEF
Contri. deducted at souwrce
|Emplc-1,rer's Contribution
| 5_uu| 1.6IZI|| T |
Teaching Staff *
Taa0 |STAFF aszasas oot 01/09/2002 - |Emp|c-1,ree's Contribution
30/09/2002 5 00 =000
: 0] 100.00 | BR [GTorvantase
Teaching Staff FF
{Expenditure)
|Emplo1,rer's Contribution
| 5.EIEI| 2u_uu|| 10000 |

Mt Provident Fund
@m [ @ Export ave




User: superl Login Time: 03/12/2011 15:00 Logout | Help

Maintain Staff Payroll (Method 3) Current Schoolf YNy MV 9%

[5-FSC14-13] FMP > Staff Cost> Payroll > Prepare Payroll file [oca[[y into the
users’ computer.

Student Activities
Payroll ¥oucher P Fund Youcher VYoucher Posting VYoucher Enquiry  Payroll Month
Award & Punisty Payroll Month (1117} L .

i -4
Assessment x|

Staff

Fund Scheme E
cDS ] Mame: G33PZ00209,xls
HHL Type: Microsoft Excel Warksheet
HKAT

_ Stafi Staff Name {Eng) Staff Na From: 10.15.35.116
¢ FMP Code (Chi)
» Common Setup = Open | Cancel |
» Budgeting Clerical Staff
» Bookkeeping ETO1 [FMP Te=st
. Staff Cost l.--' YWhile flles from the Internet can be useful, some files can potentially 0 .00 @ EI0L 7001003
harrn pour camputer. | vou da not trust the source, do nat open ar :
Setup save this file. What's the risk? Egﬁﬂ}“g dg;zgieg g if ggﬁm
Staff Master [EFTETOYETS LONTFTETToN
| 5_nn| |:|_|:m|| oo |
P Fund Regist
Clerical and Janitor Staff *
Tax Return =
R012 |[TYPE THREE faiE géigg;ggg% = |Emplo1,ree's Contribution
Enquiry
5.00 1.60
Report | 0.00 | B} [Giorrooions
Teaching Staff P_F./WPF
CAR Contri. deducted at zource
Sales & Stock |Em ployer's Contribution
| 5_nu| 1.6EI|| 0 |
Teaching Staff *
TAB0 |STAFF asaszas AEEE 01/09/2002 - |Emp|o1_.ree's Contribution
a0/09/2002 500 >0 00
: | 100.00 | BR [srorvoniosz
Teaching Ztaff PF
(Expenditure)
|Emplo1_.rer's Contribution
5.00 | 20.00 | |
Customization | I 10000

L@ Innport ] [ @ Export ][ E Save ]




User: superl Login Time: 03122011 16:00 Logout | Help

Maintain Staff Payroll (Method 3) |

Current Schog Step 12. Save the

Student Activities
Award & Punishme
Assessment

Staff Deployment
Staff

CDs

HKAT

v FMP

Common Setup
Budgeting
Bookkeeping
' Staff Cost
Setup
Staff Master

P Fund Regist
Tax Return
Engquiry
Report

CAR

Sales & Stock

Timetabling

Code Management
Security

Customization

[5-F5C14-13] FMP > 5taff Cost > Pavroll > Prenars

Save jn: I @ Desktop

PrepaneFayrol| S LE1e

Payroll Month (MMA™™ ™

Staff List

Fund Scheme

Stafft Staff Name (E
Code

Clerical Staff
RIO1 |FMP Test

e s

file locally into the
users’ computer.

1 |

31017001003

ng Staff P_F_/MFF
_ deducted at zource

2
Save I

R e— File name: [555P200205 413 |
RO1Z [TYFE THREE Saveastype:  |[Microsoft ExcelWorkshest | Cancel )
o
‘ - = U.I0 1 E#~ Js1o17001003
Teaching Staff P_F_/MPF
Contri. deducted at source
|Err1 ployer's Contribution
| 5.DEI| 1.6EI|| o0 |
Teaching Staff *
Tea0 [STAFF asazas =L 01/08/2002 - |Employee's Contribution
30/09/2002

5.00 20.00 [

100.00 | BA [ior7ooiosz
Teaching Staff PF
{Expenditure)

| Employer's Contribution

| 5.DEI| 201.00 ||

100,00 |

L@ Import ][ E Export ][ H Saue ]




E3 Microsoft Excel - GSSP200209.xls

@_] File Edit ‘iew Insert  Format  Tools  Data Window  Help Tvpe a questio
DEEHSGR/THI S DB P90 8- E S - [ 0B IUEEEEB% 0 BB ES
Bl R S| £ _:2] Erﬂ @ﬂ ¥+ Reply with Changes... End Review... E
&l - P
. - | = | = | = | - | 5 Step 13. Open the exported
Employee's Contrie 1 1
=/Ma Staff Code Staff Mame Contribution Period Rate f] le n MlcrOSOft Excel or

*RTO1FE502 "1 ™1 *RTO1 *FIP Test *01,09,/2002 - 30,08*5.00 equ]valent program.

*RO1258703 * *2 *RO12 *TYPE THREE 01,09,/2002 - 3008500

*TABOSE902 * *3 *TARD *STAFF agasas  "01/0972002 - 30/05*5.00 1017001052 - Te

D0 G| D | G 00 Dl D0 D0 B B B B B B B B R h | = = | | | | | |

a8

Maintain Staff Payroll (Method 3)




£4 Microsoft Excel - GSSP200209.5ls

E] Fle Edt ‘“iew Insert | Format | Took Data  Window  Help

DEH S| G Q| FE ol Chri+l @ = - 4| &l 43 00w - [ Al - 10
2 Tl Row | s

| Caolumn 3

sheet 3

AukaFit Selection

autoFormat. .. ]

Conditional F PR Unhid ame Contribution Penod Rate
RTOIFEO02 1 eretenaemarn e st *01/09/2002 - 30/06*5.00
*RO1258703 = E standard Width. .. THREE  *01/09/2002 - 30/0¢*5.00
“TABDSEI02 B =3 *TAED *STAFF asasas  ™01/09/2002 - 30/0°75.00

R e e e

Step 14. Highlight all cells and
then select [Format] »>
[Column] - [AutoFit
Selection] from the Toolbars.

Maintain Staff Payroll (Method 3)

Employee's Cantrit

- -]
by
=
I
(1
il

Org Amt Rev Amt
*0.00 0.00

*| G0 0.00
*20.00 00,00

= |58 %

Twpe a questior

0 .00 | 5 ;=
* o0 sa | == IF

Org AC

*E1017001003 - Te
*E1017001003 - Te
*(1017001052 - Te



E Microsoft Excel - GSSPZ00209.xls

=

NEHS I SAIVE & LR-I9-

File Edit Wiew Insert

Format

Tools Data  ‘Window  Help

.| @ = -4 Rl o0 - E Arial

- 10 - B I

u

Twpe a quest

ad |8 oy 9 4

i B A id © Aa & ¥ [ | ¥ Reply with Changes... End Review... B
M1 v A
G H |
| 1 [Employee's Contribution
| 2 [Rate Org Amt RevAmt | Org A/C Rev A/C
| 3 [%5.00 *0.00 0.00 *G1017001003 - Teaching Staff P.F./MPF Contri. deducted at source 51017001003
| 4 |"5.00 *1.60 0.00 *1017001003 - Teaching Staff P.F/MPF Cantri. deducted at source 1017001003
| 5 |"5.00 =000 0000  *G1017001052 - Teaching Staff PF (Expenditure) 51017001052
B
| 7|
g
=N
10|
11
apn = = = = =
>0 a 0 c PDS1A1£ed 010
L 0 e ' -
0 e RE 0 Or DO
CITIPLoyee O ) 0 dlld eImploye
0 putic e Revised AmO
0 0 een) and Rev. A
0]0[S 0 CITIPLOYECE O ) 0
S e A 0 0de CO O c
nE = he edited
ar
a8

Maintain Staff Payroll (Method 3)

L

Employer's Contribution
Hate
*5.00
*5.00
*5.00

= s
T
L1
Org Amt | Fev Amt
.00 Doo
*160  Doo
=000 o000



B3 Microsoft Excel - DRS0200209.x1s i [m] 3]

&1 mle Edt Wiew Insert Format  Tools Data  Window  Help Type aquestion for help » _ & X
NEHS SRIVEI S 2@B-F(9-0- |8 -4 5P - @ s -w - BZUEEEEH D% WBEED-O-A-P
i = s e | % | & g i | ¢ Reply with Changes... End Review... !
Fl - A

T J | k| L [ w o | BN
1 Employer's Contribution 1 —
2 |RevAmt Org AC Rew AiC Rate CrgAmt  RewAmt  Org AC Rev AIC

3 [20.00 *F1 017004051 - Clerical & Janitor Staff Salaries G1017004051 *10.00 *40.00 40,00 *31012001052 - PF Contr. Employer- Cl & Janitor {10%) 1018001052

4 60000 *G1017003002 - Teaching Supparting Staffs Salaries  |G1017003002 *10.00 *1,000.00 2,000.00 *G1018001003 - Mon-Teaching PF Sche Employer's Contributions-10% 31018001003

b

b

7

8

g

10

-

(%]

(3%}

.

[&]

o

-1

ow

Step 15b. For ORSO Scheme:

only the "Rev. Amt." columns for both
employee’'s contribution and employer’s
contribution (i.e. the Revised Amount
column on the screen) and "Rev. Acct.
Code" columns for both employee's
contribution and employer's contribution
(i.e. the Account Code column on the
screen)can be edited.

[ir=y,
| 48 |
| 49|

aintain Staff Payroll (Method 3)
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Microsoft Excel - MPF200211.xls

@J File Edit “ew Insert Formab  Tools Data  Window Help

=0l x]

Type aquestion forhelp ~ o & X

NSHSGRTE S BB S 9-0- (8 -4 k@B - Pim -0 < B IO SRR - - A0
o [ I R | S | & B g2 Reply with Changes... End Review. .. H
Fl - e

I 1 | k| L [ w o I —

1 Employee's Yoluntary Contribution 11—
2 [Rew Amt Org AN Rey &/C Fiate Org At Rew Amt Org A0C R AN R
3 [0.00 *E2005001001 - Grant Exp - Administration Grant (School Section) G2005001001  *1.00% + 1,000.00 *1,000.52 i J00.32  *32005001001 - Grant Exp - Administration Grant (School Section) G2005007001  *
4 97315 *G2005001001 - Grant Exp - Administration Grant (School Section) 2003001009 | *0.00% + 0.00 *0.00 s 2002001001 - Grant Exp - Administration Grant (Schaool Section) 2005001009 *
5 |0.00 #E2005001001 - Grant Exp - Administration Grant (School Section) G2005001001  *1.00% +111.00 #1100 41100  *G2005001001 - Grant Exp - Administration Grant (School Section) G2005007001  *
E [1,000.000 *G2005009001 - Grant Exp - Administration Grant (School Section) 2005009001 | *0.00% + 0.00 *0.00 oo *GE2005001001 - Grant Exp - Administration Grart (School Section) G2005007001  *
7 [(0.00 *52005001001 - Grant Exp - Administration Grant (School Section) G200:3001001 | *0.00% + 0.00 *0.00 B.on *52005001001 - Grant Exp - Administration Grant (School Section) G2005001009  *
g [0.00 #31017003002 - Teaching Supporting Staff's Salaries G10M17003002  *0.00% + 999.00 *99000  BE99.00  *G1017003002 - Teaching Supparting Staff's Salaries G1017003002  *
9 [1,000.00 *31056001002 - Statf Salaries (Boarding) 1056001002 *0.00% + 0.00 *0.00 B.on *51 056001002 - Staff Salaries (Boarding) G1056001002  *
10 [71,000.00 *31056001002 - Statf Salaries (Boarding) G10SE001 002 | *0.00% + 0.00 #0.00 B.on #G1056001002 - Staff Salaries (Boarding) G10SE001002  *
11 [1,000.00  *G1056001002 - Staff Salaries (Boarding) 1056001002 *0.00% + 0.00 *0.00 B.on *51 056001002 - Staff Salaries (Boarding) G1056001002  *
12 [1,000.00 *G1056001 002 - Statf Salaries (Boarding) G1056001 002 | *0.00% + 0.00 *0.00 B.on *1036001002 - Staff Salaries (Boarding) G1056001002  *
13 [0.00 *51 026001 002 - Staff Salaries (Boarding G1056001 002 *0.00% + 0.00 *0.00 B.oo *3026001 002 - Staff Salaries (Boarding) 1036001002 *
14 [0.00 *E2005001001 - Grant Exp - Administration Grant (School Section) G2005009001 | *0.00% + 0.00 *0.00 B.on *E2005001001 - Grant Exp - Administration Grant (School Section) G2005007001  *
13 [A0000  *G2005001 001 - Grant Exp - Administration Grant (School Section) 2003001001 | *0.00% + 0.00 *0.00 s *2005001 001 - Grant Exp - Administration Grant (School Section) 2003001009 *
16 [1,000.00 *G2003001001 - Grant Exp - Administration Grant (School Section) G2005009001 | *0.00% + 0.00 *0.00 B.on *G2005001001 - Grant Exp - Administration Grant (School Section) G2005007001  *
17 47500  *G2005001001 - Grant Exp - Administration Grant (School Section) 2005009001 | *0.00% + 0.00 *0.00 oo *GE2005001001 - Grant Exp - Administration Grart (School Section) G2005007001  *
15 [D.00 #52002001001 - Grant Exp - Administration Grant (School Section) G2005001001  *4.00% + 100.00 *20370 20370 *G2005001001 - Grant Exp - Administration Grant (School Section) G2005007001  *
19 [0.00 *#31017001002 - Teaching Staff Salaries excl PF. Contributions G109 7009002 | *0.00% + 0.00 *0.00 B.on #1017001002 - Teaching Staff Salaries excl PF. Cortributions G1017007002  *

Step 15c. For Mandatory Provident Fund Scheme:

only the "Rev. Amt.” columns for both employee's mandatory

and voluntary contribution and employer's mandatory and

voluntary contribution (i.e. the Revised Amount column on the
screen) and "Rev. Acct. Code" columns for both employee’s

mandatory and voluntary contribution and employer’s
mandatory and voluntary contribution (i.e. the Account Code
column on the screen can be edited.

i
o ]

n
(3}
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Maintain Staff Payroll (Method 3)

Eq Microsolt Excel - GSSP200209.115
|§_|] Eile Edit Wew Insert Format Tools Data  Window  Help

Step 16. Save the file.

Q _- SRIVE S RB- S9-S0 - B 0« B T U|=E=
i B Wsave| S B 5 S| (F B [Elj ¥4 Reply with Changes... End Review,.. .
N . . . It is then ready for
A jslc] b ] E | F & | H [ T | importing back to system.
mployee's Contribution
S/Mo  Staff Code | Staff Marme Contribution Period Rate Org Amt  Rev Amt | Org A/C
*RTOTFE902  *1 ™1 *RTO1 *FIP Test *01/0972002 - 30092002 *5.00 *0.00 .00 *G1017001003 - TeachHeg e
*RO1258703 %1 =2 *RO12 *TYPE THREE  *01/09/2002 - 30/09/2002  *5.00 *1.60 0.00 *G1017001003 - Teaching Staff P.F. ontrl. deducted at source
*TAROSE90Z ™1 "3 *TABD *STAFF asasas  "01/09/72002 - 30,08/2002  ™5.00 =000 fio000 [*G1017001052 - Teaching Staff PF (Expenditure)

F o N e — N LSRN SN W T e Bl Bt el el Bl el el el B E T A e A A s R D T N ]
OO | e D | P | — 1D 0| D0 | | O | O | Q| Bl | = D D | OO |~ [ O | | L B | = [ 00| OO | O O e | D B | — | D




Maintain Staff Payroll (Method 3)

Student Info Engui
School Management

Student
Attendance
Student Activities

Award & Punishment

Assessment
Staff Deployment
Staff
CDs
HKAT
FMP
»  Common Setup
» Budgeting
*» Bookkeeping
“  Staff Cost
Setup
Staff Master

P Fund Register

Tax Return
Enquiry
Report

CAR

Sales & Stock

Daily Coll. Summai
Non-Recurrent Gr:
Data Comunicatiol

Report Management
Timetabling

Code Management
Security
Customization

User: super] Login Time: 06122011 09:22 Logout | Help | BPXHERF

Current School Year: 2044 6 December 2011 9:27

[S-FSC14-13] FMP > Staff Cost > Payroll > Prepare Payroll

Hropzirs Mayroll | Payroll Youcher | P Fund Youcher

Payroll Month (MMM

Youcher Posting W¥oucher Enquiry  Payroll Month

[09/2002 =]

Staff List Payroll items Provident Fund Reimbursement
Fund Scheme |Grant/Subsidized Schools FF Scheme |
Staff Staff Name {Eng) Staff Name
Code {Chi)
Clerical Staff
RTOL |FMP Test 01/09/2002 - |Emp|o1,ree's Contribution
30/09/2002 500 00
: ol 0.00 | B* [Gior7onions
Teaching 3taff P.F./MPF
Contri. deducted at zource
|Emplo1,rer's Contribution
| 5.nn| n.nn“ 70 |
Clerical and Janitor Staff *
R012 |TYPE THREE S A 01/09/2002 - |Emp|o1,ree's Contribution
30/09/2002 500 L f0
: B0 0.00 | B} [eiorronions
Teaching Staff P.F_/MPF
Contri. deducted at source
|Emplo1,rer's Contribution
| 5_nn| 1_6E||| T |
Teaching Staff * )
TAGD [STAFF asasas =R 01?39?2002 - [Employee’s Contribution Step 17. Click
30/09/2002
>0 20.00( 100.00 the [Import]
Button.
|Emplo1,rer's Contribution
| 5.nu| 2u.nu|| o000 |

Export E Save



User: superl Login Time: 06122011 0%:22 Logout | Help
e

Maintain Staff Payroll (MEthOd 3) ' Current School Year: 2044 6 December 2011 9:31

Student Info Enqui

* School Management | P ident Fund
mpo roviaen un
» Student -

» Attendance Payroll Month (MIMS ) 09,2002 vI
» Student Activities Fund Scheme Grant/Subsidized Schools PF Scheme |

Filename and Path [N I t d Sett  Browse...
= Award & Punishment I e &

* Assessment

» Staff Deployment
» Staff
» CDS
» HKAT
= FMP

Common Setup

[§-FSC15-03] FMP > Staff Cost > Payroll > Prepare Payroll

Budgeting
Bookkeeping
W Staff Cost
Setup
Staff Master

P Fund Register
Tax Return
Enquiry
Report
CAR
Sales & Stock
Daily Coll. Summa

Non-Recurrent Gr

Step 18. Select the fund Scheme.

Step 19. Type the file path or click
the [Browse] button to import the
revised XLS file to the system.

Data Comunicatiol
*» Report Management

Step 20. Click [Confirm] button.

* Timetabling

» Code Management
* Security

» Customization




User: super] Login Time: 061220110522 Logout | Help

Mal ntal n Staff PaerII (MethOd 3) B Current School Year: 2044

Student Info Enqui

[5-FS5C15-04] FMP > 5taff Cost = Payroll » Prepare Payroll u lt
File has been imported. Resultz are as follows:
School Management

Student Provident Fund Imported

Attendance Fund Scheme Grant/Bubzidized Schools PF 3cheme
Student Activities
SiNo Staff Code Staff Name (Eng) Staff Name (Chi) Contribution Period Import Result

Assessment Failed Update Records

Staff Deployment |H:. recard.

Stafft |5uwessfully Update Records

CcDS | 1 |RTIZII |FI'.1P Tezt, | |I:|1II39I2I:|E|2 - 3040942002 |F{ecurd(5} zaved successfully.

HKAT | 2 [ro12 |TYFE THREE [EEE 01/09/2002 - 30/09/2002  |Record(s) saved successfully.
« FMP E [STAFF asasas EiEea 01/09/2002 - 30/09/2002  |Record(s) saved successfully.

Common Setup

Budgeting

Bookkeeping

Staff Cost
Setup
Staif Master
Payroll
P Fund Register
Tax Return
Enquiry
Report

CAR

Sales & Stock

Daily Coll. Summai

Data Comunicatio
Report Management
Timetabling

Code Management

Security

» Customization

V1.9 Slide 103



User: super]l Login Time: 06122011 08:22 Logout | Help

Mal ntal n Staff Payro ” (MEthOd 3) Current School Year: 2044 6 December 2011 9:53

Student Info Engui
School Management

student Provident Fund Imported
Attendance Fund Scheme Grant/Bubsidized Schools PF Scheme

[S-FSC15-04] FIMP > Staff Cost > Payroll > Prepare Payroll
File haz been imported. Resultz are as follows:

Student Activities
. e Staff Name {Eng) Staff Name (Chi) Contribution Period Import Result
Award & Punishment (DDIMMIYYYY - DDIMMIYYYY)
Assessment |Fai|ed Update Records
Staff Deployment 1 |RIOL FMP Test 01/09/2002 - 20/09,/2002 « Employes's Contribution E-55248
Staff Account Code iz not Expenditure account.
cDS |SI..ID[:E,‘SSfU||Y Update Records
HKAT AT |TYPE THREE [FEEES 01/09/2002 - 20/09/2002  |Recerd(s) saved successfully.
Fp | 3 |T.ﬁ.ED |STHFF azazas |§ﬁy§%§a |mmgfzunz - 20/09/2002 |Reccm.;s;. zaved successfuly.
Common Setup

Budgeting
Bookkeeping
+  Staff Cost
Setup
Staff Master

In case of any invalid data input into the
exported file, the system will detect the
error and abort the update action for

that staff. The system will then proceed

P Fund Register
Tax Return
Enquiry
Report
CAR
Sales & Stock
Daily Coll. Summa
Non-Recurrent Gr.

with updating for other staff.

Data Comunicatio

Report Management

Timetabling

Code Management
Security
Customization



Maintain Staff Payroll

Method 1: Individual Staff Basis
e Maintain payment and provident fund contribution for individual staff
e Maintain payroll items for individual staff
e Maintain reimbursement item for individual staff
e Maintain cost allocation for individual staff

Method 2: By Batch
e Maintain payroll item in batch
e Maintain provident fund contribution in batch
e Maintain reimbursement item in batch

Method 3: Export / Import
e Export all payroll items and import all payroll items
« Export provident fund contribution and import provident fund
contribution on provident fund scheme basis

Remove staff payroll entries from the system.

Slide 105



min Login Time: 10/09/2003 19:05 Logout | Help | R

Current School Year: 2001  [SYC=Io 0N PR @4 (e @l B3 -1
List] hyperlink.

Maintain Staff Payroll

Home

. EMP [S-FSC14-04] FMP > Staff Cost = Payroll = Prepare Payroll

Commaon Setup
. Payroll Youcher P Fund Youcher ¥Youcher Posting Youcher Hayroll Month
Budgeting Payroll Month (hihirev ) 092004 +
Bookkeeping
' Staff Cost taff List Payroll kems Provident Fund Reimbursement
Setup
Staff Master Reimbursement | R1001 Travel Expenses x|
Payroll
P Fund Register Armount
Tax Return §
Enguiny
SR NCSL [WooSin  [#HMH || 10000 |[Taud Fare
CAR King
Sales & Stock L] MLE jnglu =S| 12,80 |[Bus fare
Daihly Coll. Summa
Hon-Recurrent Gra
Report Management Save Record(s)

Customization

V1.9 Slide 106



Maintain Staff Payroll Step 2. Select the staff payroll record to be

removed from the system (one ore more

AR PR P YL ey e e payroll records can be selected at the same
time).

Home
= FMP

» Common Setup
Hrzozirz Bnizroll Payroll Youcher P Fund ¥e

> E““z:“"-ﬂ_ Payroll Month (Wi v AN Step 3. Click the [Delete Staff] button to
LLBEIL remove the staff payroll records from the

' Staff Cost t
Setup Sl

Staff Master Staff Name Staff Name -
. Code (Chi) Method

Staff List Payroll kems

P Fund Register Teaching Staft *
Tax Return b |fenehing
S P | NGl [WeolinMing  [dH/WEH 1757500 | OLAGE004 - 300688004 m - With
Report @ | NCS3  |LeeSinMing  |ZE/hEH 1757500 OLOSE004 - 300942004 | Cheque - With
CAR r . Printing
Sales & Stock [ Add staff || [ Delete Staff |
|

Daily Coll. Summa
v |Delete Staff From F‘a';.frnlll

Hon-Recurremnt Gra

Report Management

Customization




min Login Time: 10/09/2003 09:22 Logout | Help | R

Maintain Staff Payroll
Current School Year: 2001 10 September 2003 10:04

Home
= FMP

Commaon Setup

[S-FSC14-01] FMP > Staff Cost = Payroll = Prepare Paytoll
Fecord(s) deleted succezstully.

Budgeting Hrzuzirz Miyeull | Payeoll Youcher P Fund Youcher  Woucher Posting Voucher Enquiry  Payroll Month

Bookkeeping Payroll Month (habiosy™e Ing;gnm vi
= Staff Cost

Setup

Staff Master
Payroll

P Fund Register

Staff List Payroll kems Provddent Funid Reimbursement

Staff Staff Name Staff Name Het Payment Paytoll Period Payment
Code (Enqg) (Chi} % (DDAMMAYYY - Method
DDRAMA YY)

|N|:| recard.

Tax Return

Enguiny

Report
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

[ Add Staff || Delete Staff |

Report Management

Customization

V1.9 Slide 108



Validate Payroll Entries

Open Payroll Capture Staff for Maintain Staff Payroll Validate Payroll
Month Payroll Entries
- Select staff entitled for - Edit payroll amount, provident fund »| . Check reports R-FSC016A-E,
payroll in the month. contribution amount, etc. R-FSC016B-E and R-FSCO16C-E.

v

Generate Validate Payroll Freeze Payroll Generate
Payroll Voucher Voucher Voucher Provident Fund
Voucher

A 4

- Check report R-FSC001-E.

A 4 Generate
i i | Autopay File
Validate Provident Fund A.Print Payroll Voucher > pay
Voucher

— 3] B.Print Provident Fund

- Check report R-FSC001-E. Voucher

Print / Issue Cheque

A 4

- Payroll

- Provident Fund
Contribution

A\ 4

A.Post Payroll Voucher Close Payroll

B.Post Provident Fund Month

Voucher




Validate Payroll Entries

« Generate reports for checking to ensure all payroll entries are correct before
generating the vouchers.

» Generate three reports for payroll validation:

e Payroll Item Details - Payment and Cost Allocation (R-FSCO16A-E)
- Summary of payroll and provident fund contributions prepared

« Payroll Item Details - Working on Payroll Net Payment (R-FSC016B-E)
- Calculation breakdown of the net payment for the staff

e Payroll Item Details - Working on Provident Fund Contribution (R-FSC016C-E)
- Calculation breakdown of provident fund contributions

Slide 110




:ér Login Time: IDIEIQE!_3 1922 Logowt | Help | M

Current School Year: 2001  [ISY(=Io 0N PR @{§ (e @ § 21/ (01 (|

cDS - Voucher] tab.
[S-FSC14-01] FMP > Staff Cost = Payroll = Prepare Paytoll

Validate Payroll Entries

HKAT

HKEAA Hr=unrz Mndrull Payroll ¥oucher Fund ¥Youcher Youcher Posting Youcher
* FMP Payroll Morth ik I 04 -
Common Setup

Hayroll Month

Budgeting S taff List Payroll kems Provident Fund Beimbursement
Bookkeeping
W Staff Cost Staff Name Staff Name Het Payment Payroll Period Paymment
Setup H (Eni) (Chi) $ (DDA - Method
DDMMAYYY)
Staff Master [ |Teaching Staf *
r Ml (WoolSiuMing  |#H4MBH 1767500 OLOSE00E - 30052004 m - Witheont
Tax Return | HCS3  |LeeSinMing = ~EH 17.587.80 | OLOS2004 - 304082004 Erhmaﬁc_% - Withot
Enguiny
Report [ Add staff || Delete staff |

CAR
Sales & Stock

Data Management

Timetahling

Code Management

V1.9 Slide 111



adnin Login Time: 11/05/2003 10: 14 Logout | Help | RREE

Validate Payroll Entries
Current Schuul ‘f’ear 2001 11 September 2003 12:39

Home
= FMP

»  Common Setup

[S-FSC16-01] FMP > Staff Cost = Payroll = Payroll Youcher

. Prepare Payroll | Morr L z P Fund ¥Youcher VYoucher Posting ¥Youcher Enguiry Payroll Month
> Budgeting Payroll Month (M7 vy Qo004 -
* Bookkeeping Payment Method Auto Pay j I
W Staff Cost

Setup
Staff Master

n staff Code . Staff HName (Enn) Staff Hame (Chi) Het Payment
P Fund Registe ¥

[ |T#aching Staff *

Payroll Youcher Hot Generated Payroll Youcher Generated

Tax Return
Enguiry = HZE1 Woo Sin Ming #H-[~EH 17.575.00
REDCL v MCS3  [LesSinMing = 17,575.00

CAR
+ Sales & Stock

» Daiby Coll. Summa

e =eect ane ar more staff and then press "Print” button to print report "Payrall kem Detail (R-F=C016-E)".
[ Print ][Generate Payroll 'fuucher]

» HNon-Recurrent Gra |Print Reeport: "Payroll Tkem Detail (R-FSCO16-E)" |

Step 2. Select an appropriate Payment
Method.

Report Management

Customization

Step 3. Select checkbox next to the Staff

Code (one or more staff payroll records
can be selected at the same time).




min Login Time: 11/09/2003 10:14 Logout | Help | R

Validate Payroll Entries
Current School Year: 2001 11 September 2003 12:39

Home
= FMP

Commaon Setup
. Prepare Payroll | M:iyrellduiisfizs | P Fund ¥Youcher WYoucher Posting ¥oucher Enquiry  Payroll Month
Budgeting Payroll Month (hihirevy ) 092004 =

Bookkeeping Payment Method I Auto Pay j
' Staff Cost

Setup

Staff Master
Payroll

P Fund Register

[S-FSC16-01] FMP > Staff Cost = Payroll = Payroll Youcher

Payroll Youcher Hot Generated Payroll Youcher Generated

n Staff Code - Staff HName {(Enn) Staff Hame (Chi) Het Pa;nnent

Teaching Staff *

Tax Return
Enguiry = HZE1 Woo Sin Ming #H-[~EH 17.575.00
Report " NCS3  [LesSinMing =T 17,575.00
CAR
Sales & Stock
Daihy Coll. Summs:
Non-Recurrent Grz |Print Report: "Payrol Trem Detail (R-FSC016-E1"

[ Print ][Ilenerate Payroll 'fuucher]

Report Management

Customization

Step 4. Click
[Print]

button.
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Home
= FMP

Commaon Setup

Budgeting

Bookkeeping

W Staff Cost

Setup
Staff Master

P Fund Register
Tax Return
Enguiny
Report
CAR
Sales & Stock
Daihly Coll. Summa
Hon-Recurrent Gra
Report Management

Customization

Validate Payroll Entries

paditin  Login Time: 11/05/2003 10: 14 Logout 1 Help | PRRGE

Current Schuul ‘f’ear 2001 11 September 2003 12:45

[S-FSC16-01] FMP > Staff Cost = Payroll » Payroll ¥

Feport haz been submitted for generation. Pleaze goto tPF "Repositony”’ function of "Report Management' module t|
viewy the generated report.

Prepare Payroll | M:iyrellduiisfizs | P Fund ¥Youcher WYoucher Posting ¥oucher Enquiry  Payroll Month
Payroll Month (hkis™™y) Ooiz00d -

Payinent Method Il.'l'.'|_|t|:| Pay j

Payroll Youcher Not Generated Paytoll VYoucher Generated

n Staff Code - Staff HName {(Enn) Staff Hame (Chi) Het Paj.nnent

Teaching Staff *
r iy Woo S Ming £H-]~8H 1755500
r MCas2 Lee Sin Ming =/[~BH 17,575,000

Mote: Zelect one or more staff and then press "Print” button to print report "Payroll kem Detail (R-FZC016-E1".
[ Print ][Eenerate Payroll 'fuucher]

Reports are generated and saved in
Report Management - Repository.

Step 5. Click the link of “Repository

function of Report Management
Module” to download reports.




nnifer Login Time: 14/03/2003 10:52 Logout | Help | PRREE

Current School Year: 2002 Step 6. Click
[Report Name (ID)]
Staff Deployment Report Name (ID) |ﬁ~|| Reportis) | hyperlinks to

staff Report Description IDBEDD3-1 ORNAAS4018590 down load re pO rts.
= FMP

Validate Payroll Entries

goTy [ATCAEHONEs ¥ ]

Home

RRILAUE © Al © English © Chinese
Creator |

» Common Setup

» Budgeting

* Bookkeeping Creation Date |

Creation Date (Ta) |

w  Staff Cost (From) (DOMMAY )
(DD )
Setup Status I il j
Staff Master
. @ Search ] [ @ Reset ]
P Fund Register
Tax Return Report Hame Report Category | Creator Creation
Enquiry [_}_- | lescription Date
FacC2- FDOF 1440852003
Report _ 95401800 Payrell WOKE | 123001
CAR &ﬂg:a.ﬂgni&ESEﬂlﬁ&
Sales & Stock B
T Pazpoll Itern Detanl - NEF UUNER FMFP FaC2- £nnifer  |FDF 1408203 | Done
Daihy Coll. Summa Working on F, Fund 1040335401 590 Payrcll 350 KB 1230002
Mon-Recurrent Gra E@IE:EL: -
Report Management rT |Eamwoll Tero Detl - (8 R005- FMF FaC2- rnnfer  |FDF 14082003 |Done
e (e e Worddng on Pazeoll Met b 30
Data Management : : 100R 35400 820 Pazrcll 0 ER 123002
Customization

7 Delete

* Click on the link of Report Mame (00 to vievy a Report —




Generate Payroll Voucher

Open Payroll Capture Staff for Maintain Staff Payroll Validate Payroll Entries
Month Payroll
- Select staff entitled for - Edit payroll amount, provident fund »| . Check reports R-FSCO16A-E,
payroll in the month. contribution amount, etc. R-FSC016B-E and R-FSC016C-E.

v

Generate Validate Payroll Freeze Payroll Generate
Payroll Voucher Voucher Provident Fund
Voucher

A 4

Voucher - Check report R-FSCO001-E.

A 4 Generate
i i | Autopay File
Validate Provident Fund A.Print Payroll Voucher > pay
Voucher

— 3] B.Print Provident Fund

- Check report R-FSC001-E. Voucher

Print / Issue Cheque

A 4

A. Payroll

B. Provident Fund
Contribution

A\ 4

A.Post Payroll Voucher Close Payroll

B.Post Provident Fund Month

Voucher




Generate Payroll Voucher

» Generate vouchers for three different payment methods:
o “Autopay”
e “Cheque - With Printing”
e “Cheque - Without Printing”

« Issue one voucher for each of the individual staff payroll with “Cheque - With
Printing” or “Cheque - Without Printing” payment method.

« Abatch of staff payrolls can be grouped under one payroll voucher with “Autopay”
payment method where all these payrolls are to be included in the same autopay
file.

Slide 117




Generate Payroll Voucher

e Pre-requisites

« Payroll entries must have been captured in “Capture Staff for Payroll”
function and the corresponding payroll vouchers have not yet been
generated.

« Payroll entries must have been properly prepared.

« All payroll entries must have been validated.

e For “Cheque - With Printing” payment method, bank ledger must be tied to
an appropriate bank cheque format and set to use “Cheque Printing” (refer
to Common Setup - COA Maintenance - Bank Information).

« For “Autopay” payment method, bank ledger must be tied to an appropriate

bank autopay format (refer to Common Setup - COA Maintenance - Bank
Information).

Slide 118




:ér Login Time: IDIEIQE!_3 1922 Logowt | Help | M

Current School Year: 2001  [ISY(=Io 0N PR @{§ (e @ § 21/ (01 (|

cDS - Voucher] tab.
[S-FSC14-01] FMP > Staff Cost = Payroll = Prepare Paytoll

Generate Payroll Voucher

HKAT

HKEAA Hr=unrz Mndrull Payroll ¥oucher Fund ¥Youcher Youcher Posting Youcher
* FMP Payroll Morth ik I 04 -
Common Setup

Hayroll Month

Budgeting S taff List Payroll kems Provident Fund Beimbursement
Bookkeeping
W Staff Cost Staff Name Staff Name Het Payment Payroll Period Paymment
Setup H (Eni) (Chi) $ (DDA - Method
DDMMAYYY)
Staff Master [ |Teaching Staf *
r Ml (WoolSiuMing  |#H4MBH 1767500 OLOSE00E - 30052004 m - Witheont
Tax Return | HCS3  |LeeSinMing = ~EH 17.587.80 | OLOS2004 - 304082004 Erhmaﬁc_% - Withot
Enguiny
Report [ Add staff || Delete staff |

CAR
Sales & Stock

Data Management

Timetahling

Code Management

V1.9 Slide 119



Generate Payroll Voucher ' Payment Method.

Home

Step 2. Select Payroll Month and

e [5-F5C16-01] FMP = Staff Cost = Payroll > Payroll Youchs Step 3 Select the CheCkbOX next to the

Commaon Setup

Prepare Payroll | M:iyrelldoiisfi=s | P Fund ¥Youche

Budgeting Payroll Month (hihirevy ) 092004 =

Bookkeeping ayment Method | Auto Pay
= Staff Cost

at the same time).

Voucher] button.

staff (one or more staff can be selected

Step 4. Click the [Generate Payroll

Setup Payroll Voucher Not Generated
Staff Master
n Staff Code - Staff HName (Enn) Het Payment
P Fund Register §
Tax Return r lerical and Janitor Staff *
Enguiry r HCEd Lamn Sin Ming F4[~EH 19,000,00
Report - NS A Sy Ming &/ 15,000,000
CAR r MNCSE Chow S WMing [E«eH 15 000,00
Sales & Stock
Daihby Coll. Summar r HCET Ho S Ming frl1ee 20,000.00
Mon-Recurrent Gra [ w2l L= n Ras ks
Report Management W HCS) Woo Sin Ming #H-|+BH 17.575.00
Customization v NCS3 oS e EFN 17.575.00
~Top

SCO16-E)".

{Gefierate Payroll ¥ thhStFFSItd
[PrlntI][Eenerate Payroll 'fuucherJ Ierae SLIEE SRl St St




User ]en.mfer Lnng].me 16/09/2003 14:50 Logout | Help

..................................

Current School "r’ear 2001 16 September 2003 14:47

v FMP

Common Setup

Budgeting
Bookkeeping
w  Staff Cost
Setup
Staff Master

P Fund Regist
Tax Return
Encguiry
Report

CAR

Sales & Stock

[T)i -Sf_ep 5. Se.lect an
appropriate Voucher

C
s Type.
E-man

Customization

e

[S-FSCA6-05] FMP > Staff Cost = Payroll > Payroll Youcher

oucher Details

phplpiiilnicy weTATa A
Voucher Type | Payrall vaucher (PR) j ‘
Youcher Date (DO YY)
“oucher date iz by default =2t as the payment date for autopary.
VYoucher Particulars |Pa5'rc::]l Cradrny
Gross Credit Amount 5 35,150,00
VYoucher Status Diraft

Bank Ledger Information {Credit)

Bank Ledger Code 55001 - Bank - Government Fund
Payment Method Autopay

Bank Particulars (Default same az Woucher F‘artin:ulars)l

i ccounting Line Information {Dehit)

Particulars
(Default same as Bank
Particulars)

Programme Account Code Amount
Ho. |Level’Session $

Budget
Check

WEMF - ] 010002 - 35,150,000 |

Adroin Teaching Staff
Programme Salaries excl PF.
Contribnions

fficient fund; | - Insutficient fund, RIS - Mot spplicable

Wote 1: Format of auto generated woucher number: =Voucher Type Prefix:=""%M -=zystem sequence no.=
Maote 2 YWoucher number must be unigue throughout the system. If auto generated voucher number option has not been zelected,

n pleasze enzure that the zame voucher number will not be duplicated in future. -

.| i



User ]en.mfer Lnng].me 16/09/2003 14:50 Logout | Help

..................................

Current School "r’ear 2001 16 September 2003 14:47

v FMP

Common Setup

Budgeting
Bookkeeping
w  Staff Cost
Setup
Staff Master

P Fund Regist
Tax Return
Encguiry
Report

CAR

Sales & Stock

Data Management

Tl Step 6. Enter the
€ Voucher No.

5
E-Mail

Customization

e

[S-FSC16-05] FMP > Staff Cost > Payrail =

oucher Details

Paysroii Wancher

Accounting Month (ke R0
| [
I SPTCH PO T =
Voucher No. |Nc5mggﬁ

“oucher date iz by default =2t as the payment date for autopary.

Voucher Particulars |Pagroll 092004
Gross Credit Amount 5 35,150,00
Youcher Status Diraft

Bank Ledger Information {Credit)

Bank Ledger Code 55001 - Bank - Government Fund
Payment Method Autopay

Bank Particulars (Default same az Woucher F‘artin:ulars)l

i ccounting Line Information {Dehit)

Particulars
(Default same as Bank
Particulars)

Programme Account Code Amount
Ho. |Level’Session $

Budget
Check

AL WEFMF - Crl 01001008 - 35,150,010 |
Adroin Teaching Staff
Programme Salaries excl PF.
Contribnions

Mate 1: Format of auto generated woucher number: =Noucher Type Prefio="" M -=system sequence no =
Maote 2 YWoucher number must be unigue throughout the system. If auto generated voucher number option has not been zelected,

n pleasze enzure that the zame voucher number will not be duplicated in future. -

.| i



User ]en.mfer Lnng].me 16/09/2003 14:50 Logout | Help

..................................

Current School "r’ear 2001 16 September 2003 14:47

e

* FMP [S-FSC16-05] FMP > Staff Cost = Payroll = Payroll Youcher
Common Setup

Budgeting oucher Details
Bookkeeping Accounting Month (ke R0

W Staff Cost Voucher Type | Payroll voucher (PR |
Setup ouchonbio

Staff Master Youcher Date (DDA YY)

“oucher date iz by default =2t as the payment date for autop

Youcher Particulars |pa_r,rm]1 Oy
P Fund Regist LGeoseCoadit-Aasaiut 4 1E 1 L]
Tax Return Voucher Status Diaft

Encguiry

Bank Ledger Information {Credit)
Report Bank Ledger Code G5001 - Bank - Government Fund

CAR Payment Method Autopay
Sales & Stock Bank Particulars (Default same as Woucher F‘artin:ulars)l

i ccounting Line Information {Dehit)

Programme Account Code Amount Particulars Budget
Mo. |LevelSession $ (Default same as Bank Check
Particulars)

D Step 7. Fill in the | ]gml?mlsr:t;:i%- 35,150.00

T Voucher Date and Frozrmme | Salaries excl PF,

C Voucher CemirThtions
5 Particu Iars. Eck: S - Sufficient fund; | - Insufficient fund, MAA - Mot applicakle

= rinat of auto generated voucher number; <“oucher Type Prefix="""Mh -==zyvatem zequence no =
- Mote 2 “oucher number must be unigue throughout the system. If auto generated voucher number option has not been zelected,
Customization n please ensure that the same voucher number will not be duplicated in future. -

.| i



User: jennifer Login Time: 16/09/2003 14:50 Logout 1 Help
Current School Year: 2001 16 September 2003 14:48

F

Generate Payroll Voucher

= ma—m mm &

* FMP -
oucher Details
Common Setup Accounting Month (k1 ey TR0

Budgeting Youcher Type | Payroll voucher (PR j
Bookkeeping Youcher Ho. |Nr:3mr:r§|ﬁ,

W Staff Cost Youcher Date (DD ) IS

Setup Woucher date is by default set a= the payment date for autopsy.
Voucher Particulars [Pagell 042004

Gross Credit Amount F35,150,00
voucher Status Diraft

Rank | admnor Infnrmeatinn (Cradit

Staff Master

P Fund Reqgist

Tax Return Bank Ledger Code G500 - Bank - Government Fund

Enguiry --— - oy
Report Bank Particulars (Default same as Youcher F‘artiu:ularsjlpam]l O

By default, the system will select the

default bank ledger code (refer to zount Code Amount Particulars Budget
Voucher Type Maintenance in Common : (Defaullt same as Bank check

S Setup Module) of the selected voucher 001002 -

Particulars)

35,150,000 |P35'1"3']l (00|

R Ing Staff
type. ol
D Bt

T Step 8. Choose another Bank Ledger fund; N/ - Mot applicable
C Code for the payro[[ voucher if QLI QYA - =/ oucher Type PreficerMh -<system sequence no =

P DUt the system. If auto generated voucher number option has not been selected,
et el not be duplicated in future.

E s ted |<:]Baclr.|




User: jennifer Login Time: 16/09/2003 14:50 Logout 1 Help
Generate Payroll Voucher

Current School Year: 2001 16 September 2003 14:48
e
Common Setup Accounting Month (ribis sy (32004
Budgeting Youcher Type | Payroll voucher (PR j
Bookkeeping Youcher Ho. |Nc,gmr:rgp,
'  Staff Cost Youcher Date (DDMMA ™) A0
Setup Youcher date is by default =et az the payment date for autopay.
e Youcher Particulars |Pa5'ro]l L0
Gross Credit Amount F35,150,00
- Voucher Status Diraft

P Fund Regist
4 Bank Ledger Information {Credit)

Tax Return Bank Ledger Code 35001 - Bank - Government Fund

Enquiry Payment Method Autopay

Heport Bank Particulars (Defautt same az “oucher F‘artiu:ularsjlpam]l Canry
» CAR =
F Sales & Stock

LLAFLANILRR L] LRI DRRRLPE DRDCOLELFR] JLPERRFIL D

»  Daiks Coll. Sumr lina rh Droaramme | Account Code Amount Particulars
Step 9. Fill in the Bank Ledger : (Defauit same as Bank

. : Particulars)
Information (Credit). 35,150.00 | [Payrll 0G/200d]
o1 [ Pagr

10170 02 -
Teaching Staff

walaries excl P,
Step 9a. For “Autopay” payment et
method: Insutficient fund; M/ - Mot applicstle

Fill in Bank Particulars if necessa A -Her number: =‘oucher Type Prefics'yy MM -==ystem sequence no =

- =1 be dnigue throughout the system. If auto generated voucher number option has not been selected,
re that the zame voucher number swill not be duplicated in future.,

[ Save As Unposted ][ <] Back ]
Customization n =

S [l

E-nran

4



User: jennifer Login Time: 16/09/2003 14:50 Logout 1 Help
Generate Payroll Voucher

Current School Year: 2001 16 September 2003 14:50
(LT~ T OULITCT Ti0. IHU ].I-._.I F
+ FMP Voucher Date (DM YY) I0ERE00 o
Common Setup Voucher Particulars [Pagrroll 0Ov2004
Budgeting Gross Credit Amount F 17,575,000
Bookkeeping Voucher Status Diraft
w  Staff Cost Bank Ledger Information (Credit)
Setup SN REIIB IR (35001 - Bank - Government Fund
aym Cheque - With Printi
Staff Master i '?"t Method — e
. Payee's Name [W o0 Sin Ming Required for "Chegue - Wil
. Printirg"
GRLREE B | Cheque No. | Leawve Blank for "Chegue - With Printing”
Tax Return Bank Particulars (Defautt =ame as Youcher Particularsjlpam]l L0
Enguiny
Report Mate 1: Payvee's Mame iz required far "Chegue - With Printing". This is optional for "Chegue - Without Printing”.

Mate 2 Chegue Mo, should be left blank for "Chegue - Witk Printing”. Thiz iz optional for "Chegue - Without Printing".

» CAR Lccounting Line Information {Dehit)

» Sales & Stock

= Daily Coll. Sumr i Programme | Account Code Amount Particulars
) b (Default same as Bank

Step 9b. For “Cheque - Wlth Prmtmg” Particulars)
payment method:

Fill in Bank Particulars, if necessary.
Fill in Payee name.

Do NOT fill in Cheque Number.

E-Mail

Customization n

pleaze enzure that the zame voucher number swvill not be dupln::ated in future.
[ Save As Unposted ][ Mext Payroll Youcher ] [ <:|Bat|: ]

‘| |




Generate Payroll Voucher

User: jennifer Login Time: 16/09/2003 14:50 Logout 1 Help

Current School Year: 2001 16 September 2003 14:52

= ma—m mm &

* FMP
Common Setup
Budgeting
Bookkeeping
w Staft Cost
Setup
Staff Master

P Fund Reqgist
Tax Return

Enguiny

F

Youcher Ho. im_]'n] v
Youcher Date (DD ) A0EEIN0Y

Voucher Particulars |Pa5'ro]l L0

Gross Credit Amount F17575.00

Voucher Status Diaft

35001 - Bank - Government Fund
Cheque - Without Frinting

|Wt::-:- sin Ming

|123455?3'§G

Bank Particulars (Defautt same as Youcher Particularsjlpam]l O

Payment Method
Payee's Hame

Cheque No.

Report
» CAR
F Sales & Stock
»  Daiby Coll. Sumr

Step 9c. For “Cheque - Without
Printing” payment method:

fill in Payee Name, Cheque No.
and Bank Particulars, if

necessary.

Mate 1: Payvee's Mame iz required far "Chegue - With Printing". This is optional for "Chegue - Without Printing”.
Mate 2 Chegue Mo, should be left blank for "Chegue - Witk Printing”. Thiz iz optional for "Chegue - Without Printing".

i ccounting Line Information {Dehit)

Sch Programme Account Code Amount

I rasnliCannines $

Particulars
(Default same as Bank
Particulars)

1757500 |P35'1"3']l CRd0d

101001002 -
Teaching Staft
malares excl PF

Comtribotions

nd; | - Insufficient fund; M2 - Kot applicable

o voucher number: =Youcher Type Prefixe="% M -<system sequence no =
s oucher number must be unigue throughout the system. If auto generated voucher number option has not been selected,
pleaze enzure that the same voucher number will not be duplicated in future.

Fstart| | &1quctepon... | [EMicrascftp... | Efsc-aumys. . @Icqun!-...||@wf_-h5m~15... g ) & o] SE& 8B 14s:
(AJRealona Pl... | {JFAAUM Sth,.| = iy ) s O




= ma—m mm &

* FMP
Common Setup
Budgeting
Bookkeeping
w Staft Cost

Setup
Staff Master

P Fund Reqgist
Tax Return
Enguiny
Report

CAR

Sales & Stock

Data Management

Timetahling

Code Management
Security

E-Mail

Customization

Generate Payroll Voucher

User: 'en.n.if?r% Login Time: 16/09/2003 14:50 Logout | Help
Current School Year: 2001 16 September 2003 14:54
I

Voucher No. AUTO Step 10. Fill in Particulars of

\oucher DﬂtE_ (DDMMA ) each of the accounting lines, if
Voucher Particulars necessary.

Gross Credit Amount F17575.00

Voucher Status Diaft

Bank Ledger Information {Credit)

Bank Ledger Code G5001 - Bank - Governmeant Fund [
Payment Method Chemque - Without Printing

Payee's Hame |W.3.¢. Sin Ming

Cheque No. 12345657800

Bank Particulars (Defautt same as Youcher Particularsjlpam]l O

Mate 1: Payvee's Mame iz required far "Chegue - With Printing". This is optional for "Chegue - Without Printing”.
Mate 2 Chegue Mo, should be left blank for "Chegue - Witk Printing”. Thiz iz optional for "Chegue - Without Printing".

i ccounting Line Information {Dehit)

Programme Account Code Amount Particulars
Ho. | LevelSession % (Default same as Bank
Particulars)
1 | Priroaryia i WEME - 101001 002 - 17,575,000
: Tonchine Soff |Pa5rro]l ORfa0ry
Frogramme walaries excl BF
Contribtions

|Eludget Check: 5 - Sufficiert fund; | - Insufficiert fund; KA - Mot applicable

Mote 1: Format of auto generated voucher number: =Youcher Type Prefix=Y M -=zystem sequence no =
Mate 2 oucher number must be unigue throughout the system. If auto generated voucher number option bas not been selected,
pleaze enzure that the zame voucher number will not be duplicated in future.

[ Save As Unposted ][ Mext Payroll Youcher ] [ <:|Bat|: ]

‘| |




Generate Payroll Voucher L. = Step 11. Click the [Save As
SEe LRI Unposted] button to save

= ma—m mm &

* FMP
Common Setup
Budgeting
Bookkeeping
w Staft Cost
Setup
Staff Master

P Fund Reqgist
Tax Return
Enguiny
Report

CAR

Sales & Stock

Data Management

Timetahling

Code Management
Security

E-Mail

Customization

|
voucher Mo. [ATUTO the voucher.
Voucher Date (DDMMY YY) 0K
Voucher Particulars 7Tl Budget check will be
QIosSRacti et SRIEEIt performed if the budget has
Voucher Status Diraft

been approved.

Bank Ledger Information {Credit)
Bank Ledger Code 55001 - Bank -
Payment Method Cheque - Without Frinting
Payee's Hame [W oo Sin Ming
Cheque No. 12345657800

Bank Particulars (Defautt same as Youcher Particularsjlpam]l O

Mate 1: Payvee's Mame iz required far "Chegue - With Printing". This is optional for "Chegue - Without Printing”.
Mate 2 Chegue Mo, should be left blank for "Chegue - Witk Printing”. Thiz iz optional for "Chegue - Without Printing".

i ccounting Line Information {Dehit)

Programme Account Code Amount Particulars
Ho. | LevelSession % (Default same as Bank
Particulars)
1 | Priroaryia i WEME - 101001 002 - 1757500
: Tonchine Soff |Pa5rro]l ORfa0ry
Frogramme walaries excl BF
Contribtions

|Eludget Check: 5 - Sufficiert fund; | - Insufficiert fund; KA - Mot applicable

Mote 1: Format of auto generated voucher number: =Youcher Type Prefix=Y M -=zystem sequence no =
Mate 2 oucher number must be unigue throughout the system. If auto generated voucher number option bas not been selected,
plesse ke bt ibe satne yoLcher number wwill not be duplicated in future.

[ Save As Unposted ]INEHt Payroll ¥oucher ] [ <:|Bat|: ]
| |

‘| |



02} - Microsoft Internet Explorer

Generate Payroll Voucher =||E|E|

J EBack + = - ) ot | ‘Qisearch [EFavorites EFMedia ¢4 ’ Ex- S = =10 JLinks 4 | Customize Links »
J.ﬂ.ddress I@ http: fflocalhost : G080/ jspfinde:x. jsp ‘"I ff'J‘;' a0

User: jenrofer Last Login: 07072003 1505 Logout 1 Help

.................................... Current School Year: 2001 £ July 2003 20:37
HIJ'-JI LIS/ WSS a “
GERELREIE IS ESCARNGLERP & Staff Cost s Pavroll e Dol Vouchor j
Enguiry PROUCS2003058 Record updated successtully.

Report o E53027 - Line 1 - Insufficient fund at sub-ledger &1017001
Bookkeeping e« E-G3023: Line 1 : Insufficient fund at ledger 1017
L
oucher Details hd
|@ Payrall | 5 Local inkranet o

If the budget check option is set to
“warning”, a warning message will be
displayed and the saving action will carry on

if any of the accounting line amounts
exceeds the budget amount.




I03a) - Microsoft Internet Explorer -0 x|

Generate Payroll Voucher i|
J Address |@ http: /192, 168.6.151 fispfindex. jsp "I 6o
J Back ~ = - () ot | ‘D search  [GfFavorites  FPMedia ©4 | By S = =13

User: jennifer Login Time: 02/09/2003 14:12 Logout | Help

.................................... Current School Year: 2002 8 Septemhber 2003 14:09

Home -
[S-FSC16-05] FMP = Staff Cost > Payroll > Payroll Voucher

» Staff Deployment
» Staff
« FMP

® E-G3026: Line 1 Insufficient fund st programme WaF P
o E-B3027: Line 1 Insufficient fund at sub-ledger G1016002
% Common Setup e E-G3028: Line 1 : Inzufficient fund at ledger G1016

oucher Details

Accounting Month My CRAC0]
Youcher Tvne | Bawernll Wanehar (EEY -l ll
P

& Payral | |4 Inkernet

If budget check option is set to “Error”, an
error message will be displayed and the
saving action will be aborted, if any of the

accounting line amounts exceeds the budget
amount.




02} - Microsoft Internet Explorer
Generate Payroll Voucher

User: jerxafer Last Login: 070772003 15:05 Logout 1 Help

J Links ;TE';L|IZZU::t|:|rniEE= Links

Current School Year: 2001 §Jubky 2003 20087

LTI IETITI TR I T]
Revise Bud Line Programme Particular Budget [J =
se budg Ho. |Level’Session (Default same as Banl{ | Check

Particular)

Frirnary A0 WEMP - Adrmin
Programme

» Bookkeeping
o Sstaff Cnst -
Bl Upon saving of the voucher successfully, the system will set the following budget

Comtribotions

i check status to each of the accounting lines:

S - Sufficient fund

| - Insufficient fund

N/A - Not applicable (e.g. No Budget check, budget not approved, asset/liability
ledger).

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




Generate Payroll Voucher

Current School Year: 2001

User: jermifer Login Time: 141002003 18:45 Logout | Help

14 October 2003 21:00

Home

FY

+ FMP

5 [PrimaryPM  |[WEMP- GLOLPOEO0Z - 504 | Monthly Fayroll I
Common Setup Frogramme code for | Supply Staffs Salanes
. oonverting (5L
Budgeting halance in SANM:
Bookkeeping GLOPACE002 - 588 (Menthly Payroll I
 Staff Cost ; scaching Supporting
Step 12. If user select more than one staff to 72 [Monthly Bayecl 1
generate payroll voucher with payment method
“Cheque - With Printing” or “Cheque - Without
Printing”, he/she can click [Next Payroll Voucher] 7.56 [Monthly Payroll I
button after saving payroll voucher for the first staff
payroll and then continue for the next staff payroll.
.40 [Menthly Payrell I
Step 13. Repeat Steps 5 to 13 until all payroll voucher
are successfully generated. 11,00 [Monthy Pageol 1
N DETISES
REPORanayer 1008001001 - Cramt 12,00 [ Monthly Payrol I

Customization

Expenses

| |
[ Save As Unposted I[ Mext Payroll Youcher ]I <] Back ]
| | | |

|Eludget Check: 5 - Sufficiert fund; | - Insufficiert fund; kA - Mot applicable
& |up




fer Login Time: 16/05/2003 14:50 Logout | Help | PREE

Current School Tear 2001

Generate Payroll Voucher

16 September 2003 14:58

(TR T,

+ FMP

Commaon Setup

Budgeting

Bookkeeping
' Staff Cost

Setup
Staff Master

P Fund Regist
Tax Return
Encuiry
Report

CAR

Sales & Stock

Data Management

Timetahling

Code Management
Security

E-Mail
Customization

[S-FSC16-02] FMP > Staff Cost = Payroll = Payroll Voucher

’* P Fund Youche

aarz2004 -
|Autnpay

Prepare Payroll

Payroll Month (hihir™"
Paymment Method

her Posting Voucher Enquiry  Payroll Month

Payroll Youcher Generated

Staff Staff Hame {(End) Staff Hame Staff Type Met Pa].nnent Youcher
Code . (Chi) Status

Ex".
Mote 20 To generate providert fund voucher, the corresponding payroll

[ Delete Payroll Youcher ][ Freeze Payroll ¥oucher ]

‘Iri-\- i Bl

Fil
glecked payraoll vnucherw]

P Iy hepoe—
[ AL E'IDeletethes

PRHCS200409E (30/09,/2004)
MCS4  |Lam Sin Ming 5 BH f*Slﬁzrlc:aland.Tamtc-r Staff‘ 19,mam‘ Review
M5 | An Sin Ming AR ]
Upon saving of the voucher
NCSE  [Chow Sin Ming S| P g :
successfully, the corresponding
Ho S Ming i8]+~ BH

Mote 1: Select one or more payroll voucher(z) and then press "Print" bty

moved from Payroll Voucher

Not Yet Generated screen to

® Payroll Voucher Generated

f screen. They will be grouped
by voucher number.



Generate Payroll Voucher

« Upon saving of the voucher successfully:

e The receipts and committed amount of the approved budget will be
updated.

« Payroll entries cannot be amended.

» Generated payroll voucher can be retrieved under Bookkeeping Module.
However, users cannot change / delete / post the voucher there.
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Validate Payroll Voucher

Open Payroll Capture Staff for Maintain Staff Payroll
Month Payroll

- Select staff entitled for - Edit payroll amount, provident fund »| . Check reports R-FSCO16A-E,
payroll in the month. contribution amount, etc. R-FSC016B-E and R-FSC016C-E.

Validate Payroll Entries

\ 4

v

Generate Validate Payroll Freeze Payroll Generate
Payroll Voucher Voucher Voucher .| Provident Fund
- Check report R-FSCO001- - Voucher
E.

\ 4 Generate
Validate Provident Fund A.Print Payroll Voucher »|  Autopay File
Voucher .| B.Print Provident Fund
- Check report R-FSC001-E. |  Voucher

Print / Issue Cheque

» A. Payroll

B. Provident Fund
Contribution

A\ 4

A.Post Payroll Voucher Close Payroll

B.Post Provident Fund Month

Voucher




Validate Payroll Voucher

« Generate report for checking to ensure the generated payroll vouchers are
correct before:

» Generate corresponding provident fund vouchers
» Post payroll vouchers to General Ledger
» Post provident fund vouchers to General Ledger
» Generate “Payroll Validation Report (R-FSC001-E)” report to check whether all

entries in payroll voucher are correct. The report shows the breakdown of the
payroll vouchers generated.
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:ér Login Time: IDIEIQE!_3 1922 Logowt | Help | M

Current School Year: 2001  [ISY(=Io 0N PR @{§ (e @ § 21/ (01 (|

cDS - Voucher] tab.
[S-FSC14-01] FMP > Staff Cost = Payroll = Prepare Paytoll

Validate Payroll Voucher

HKAT

HKEAA Hr=unrz Mndrull Payroll ¥oucher Fund ¥Youcher Youcher Posting Youcher
* FMP Payroll Morth ik I 04 -
Common Setup

Hayroll Month

Budgeting S taff List Payroll kems Provident Fund Beimbursement
Bookkeeping
W Staff Cost Staff Name Staff Name Het Payment Payroll Period Paymment
Setup H (Eni) (Chi) $ (DDA - Method
DDMMAYYY)
Staff Master [ |Teaching Staf *
r Ml (WoolSiuMing  |#H4MBH 1767500 OLOSE00E - 30052004 m - Witheont
Tax Return | HCS3  |LeeSinMing = ~EH 17.587.80 | OLOS2004 - 304082004 Erhmaﬁc_% - Withot
Enguiny
Report [ Add staff || Delete staff |

CAR
Sales & Stock

Data Management

Timetahling

Code Management

V1.9 Slide 138



Home
= FMP

Commaon Setup

Budgeting

Bookkeeping

W Staff Cost

Setup
Staff Master

P Fund Register
Tax Return
Enguiny
Report
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Report Management

Customization

Validate Payroll Voucher

Current School Year: 2001 11 September 2003 14:29

pucher Youcher Posting ¥Youcher Enguiry

Payroll Month

- |

Pnll Youcher Generated

SBOTDOm

|:|
? Step 2. Select Payroll Month. 15.000,00
= Step 3. Select Payment Method. S
r 19,000.00
F=ll Step 4. Click [Payroll Voucher 20,000.00
=7 Generated] hyperlink.
v 17,575.00
F |$.HJ‘\-.E_|H 17.575.00
T “Top

Mate: Select one or mare staft and then press "Pri i ! -F=C016-E)".
- |Generate Payroll Voucher For the Staff Selected

[ Print ][Eenerate Payroll Youcher’




_ v jenmnifer Login Time: 16/09/2003 14:50 Logout | Help | PREE
Validate Payroll Voucher Current S

S Step 5. Select the checkbox next to
v FMP [S-FSC16-02] FMP > Staff Cost > Payroll > Payroll Voucher the voucher. (one or more vouchers
Common Setup can be selected at the same time.

Budgeting Prepare Payroll P Fund ¥Youcher Vo

Bookkeeping el UL OELTA AR 0972004 = Step 6. Click [Print] button.
w Staff Cost Payment Method Autapay

Payrol | Woncher

Setup
Staff Master

Staff

Staff HName (Enn) Staff Hame Staff Type Het Payment Youcher
i ode - {Chi) % Status
P‘HCSEI]IMI]HB (30/09:2004)

P Fund Reqgist

Tax Return

Enquiry Lar Sin Ming ] Cleriral and Janitor Staff 1900000 [ Review
Report *
CAR FQS_& 2m Sin Ming =-|~BH Clerical and Janitor Staff 1200000 | Eeview
*
Sales & Stack Fg;sﬁ Chow Siu Ming B Clerical and Janitor Stff 1900000 Review
*
FQSJ Ho Sin Ming {a] <[~ BH (*Zlenc:al and Jandtor Staff 2000000 | Eeview
e lect one or mare payroll wvoucher(s) and then press "Print" button to prirt repart "Payrall Walidation Report (R-FSC001 -
E)".
Data Management Maote 2 To generate pravident fund yaucher, the corresponding payroll voucher must be in Freeze status,
Timetabling [Delete Payroll ¥oucher ][ Freeze Payroll Youcher ] [ Unfreeze Payroll I'||'1:nu1:h13r|][ Print ]
Code Management [ Payroll ¥oucher Preview ][ Generate Autopay File ] |

[Frint Report: "Payrall Yalidation Report (R-FSC001-E)" |

Security
E-Mail

Customization




SARER & - &

=IO X in: 0772003 1505 Logout 1 Help | SReas

[ET T TIETIT=E

Revise B

Payroll Validation Report (R-FSC001-E) Current School Year: 2001 ¥ July 2003 21:07

Enquiry | IREkd Account Code - |

— _ _
Report ler Posting Woucher Enquiry  Payroll Month

» Bookkeepi

' Staff Cost _rPFﬂ'I'I.'Repurt: Payroll Walidation Report (R-FSCO01-E) |

Setup
Staff Ma

Youcher Generated

P Fund Regist
Tax Return
Encuiny
Report

CAR

Sales & Stock

Data Management

Timetahling

Code Management

i start |

HJEUser Ma...

Staff Staff Hame {(Eni) Staff Hame Staff Type Het Pa].nnent Youcher
Code . (Chi) Status

PRHCS200308C (31/08/2003)
7 | NSl [PAK CHUNFUN The system will pop up a new window.

ekt Step 7. Select either group by “Account Code”

Mate 20 To generste provident fund voucher the el g group by “Staff Code”_
[ Delete Payroll ¥oucher ][ Freeze F

ETREITITIIETIER Step 8. Click the [Print] button to print the
report in PDF format.

The system will pop up another window showing
the Payroll Validation Report.

L8 & 207

B CywnnT... | & 710g2GE0! - 1.,

Y FSC User M. .

RO

Iﬁ Inboe - Q. . @Dn-line help ...




Validate Payroll Voucher

 If the payroll vouchers are correct:

Validate Payroll Freeze Generate Validate Provident Fund
Voucher proceed Payroll Provident Fund Voucher
—..
Voucher
- Check report R-FSC001- Voucher - Check report R-FSCO01-E.

E.0

Generate
»| Autopay File

Y
A.Print Payroll Voucher

A.Post Payroll Voucher Close Payroll

B.Print Provident Fund B.Post Provident Eund Month
Voucher

\4

Voucher

Print / Issue Cheque

> A Payroll
B. Provident Fund

« If the payroll vouchers are incorrect:

Validate Payroll proceed Delete Maintain Staff Payroll Validate Payroll Entries
> Voucher Payroll R »
- Check report R-FSC001-E. Voucher - Edit payroll amount, provident fund - Check reports R-FSCO016A-E,
contribution amount, etc. R-FSCO016B-E and R-FSC016C-E.

A\ 4

Generate
Payroll Voucher




Delete Payroll Voucher

 If the corresponding payrolls need to be amended, user need to delete the
generated payroll vouchers

e Pre-requisites
e The payroll vouchers must have been generated in Staff Cost Module.
e The payroll vouchers must in "Review" status.

o If “Cheque - With Printing” payment method is selected, the vouchers
cannot be deleted if cheques have been printed and confirmed as
“Successfully Printed”.
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Delete Payroll Voucher

Current Schas

= ma—m mm &

v FMP

Common Setup

Budgeting
Bookkeeping
w Staft Cost
Setup
Staff Master

P Fund Reqgist
Tax Return
Enguiny
Report
CAR
F Sales & Stock
»  Daiby Coll. Sumr
» HNon-Recurrent ¢
SPA
Report Managemer
Data Management
Timetahling
Code Management
Security
E-Mail

Customization

L F

[S-FSC16-02] FMP > Staff Cost = Payroll = Payroll Youcher

Prepare Payroll

Payroll Month (b5 )
Payment Method

oll Youcher Not Generateid

Payrol | Woncher

092004 -

¢ jenmifer Login Time: 16/09/2003 14:50 Logout | Help | PRCRIAE

Step 1. Select the checkbox next to
the voucher (one or more vouchers

can be selected at the same time).

P Fund ¥Youcher ¥o

Autopay

Voucher] button.

e PAYITIEIE

$

Step 2. Click the [Delete Payroll

Staff Staff HName {(Enn) Staff Hame
.ode . (Chi)
~

FCSEI]MI]HB (30092004}

Fg.sg Lara Sin Ming ffs ] BH Clrical and Janitor Staff 1900000 | Review
Fggj A Sin Ming B/ Clerical and Janitor Staff 1900000 Review
FQSﬁ Chow Sin Ming FE1BH Clerical and Tanitor Stff 1900000 Review
Fg.sz Ho Sin Ming faJ+BH Clrical and Janitor Staff 2000000 | Review

EJ".

lect one or mare payroll wvoucher(s) and then press "Print" button to prirt repart "Payrall Walidation Report (R-FSC001 -

e = 10 e IeT e [T it g wgucher, the corresponding payrall wouckher must be in Freeze status.

[Delete Payroll ¥oucher ][Freeze Payroll Youcher ] [ Unfreeze Payroll Youcher ][ Print ]

{Delete the selected payrall woucher

ay File




Home
= FMP
»  Common Setup
»  Budgeting
* Bookkeeping
W Staff Cost

Setup
Staff Master

P Fund Register
Tax Return
Enguiny
Report
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Report Management

Customization

Delete Payroll Voucher

=9 & | @

Current School Year: 2001 11 September 2003 14:29

Prepare Payroll Youcher Posting ¥Youcher Enguiry Payroll Month

Payroll Month (b5 )
Payment Method

Payroll Youcher Hot Generated Payroll Youcher Generated

SBOTDOm

n Staff Code - Staff HName (Enn) Staff Hame (Chi) Het Payment
3

r Clerical and Janitor Staff *
r NCS4 Lara Sin Ming B 19,000.00
r NCS5 A Sin Ming R 19,000.00
r HCSE Chow Sin Ming 1B 19,000.00
r NCS7 Ho Sin Ming 118 20,000.00
[# |Teaching Staff *
Upon deletion of the voucher successfully, the 17,575.00
corresponding staff payroll entries will be moved 17.575.00)

from Payroll Voucher Generated screen back to ==
| Payroll Voucher Not Yet Generated screen.

u : " L) 5]

FCOT6-E)".




Delete Payroll Voucher

« Upon deletion of the vouchers successfully:
» The voucher details cannot be retrieved subsequently.

» The receipts and committed amount of the approved budget will be rolled
back after deleting the vouchers.

e The voucher number cannot be re-used after the voucher has been deleted.

o Alist of deleted vouchers will be shown in “List of Deleted Vouchers (R-
FSC028-E)” report.
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Freeze Payroll Voucher

Open Payroll Capture Staff for Maintain Staff Payroll
Month Payroll

- Select staff entitled for - Edit payroll amount, provident fund »| . Check reports R-FSCO16A-E,
payroll in the month. contribution amount, etc. R-FSC016B-E and R-FSC016C-E.

Validate Payroll Entries

\ 4

v

Generate Validate Payroll Freeze Generate
Payroll Voucher Voucher Payroll .| Provident Fund
- Check report R-FSC001-E. Voucher - Voucher

A 4 Generate
»| Autopay File

Validate Provident Fund A.Print Payroll Voucher

Voucher
B.Print Provident Fund

- Check report R-FSC001-E. Voucher

A 4

Print / Issue Cheque

» A. Payroll

B. Provident Fund
Contribution

A\ 4

A.Post Payroll Voucher Close Payroll

B.Post Provident Fund Month

Voucher




Freeze Payroll Voucher

« To fix the payroll amount so that the payroll amount cannot be amended
anymore for

» Generate corresponding provident fund vouchers
» Post payroll vouchers to General Ledger
» Post provident fund vouchers to General Ledger
« The payroll vouchers are set to be “Review” status right after being generated.

« Once the user freezes the payroll vouchers, the payroll vouchers will then be
changed to “Freeze” status; no amendment / deletion is allowed.

 If the corresponding provident fund vouchers have not been generated and the
payroll vouchers themselves have not been posted to General Ledger, user is
allowed to unfreeze the payroll vouchers. The payroll vouchers will be changed
from “Freeze” status back to “Review” status.
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:ér Login Time: IDIEIQE!_3 1922 Logowt | Help | M

Current School Year: 2001  [ISY(=Io 0N PR @{§ (e @ § 21/ (01 (|

cDS - Voucher] tab.
[S-FSC14-01] FMP > Staff Cost = Payroll = Prepare Paytoll

Freeze Payroll Voucher

HKAT

HKEAA Hr=unrz Mndrull Payroll ¥oucher Fund ¥Youcher Youcher Posting Youcher
* FMP Payroll Morth ik I 04 -
Common Setup

Hayroll Month

Budgeting S taff List Payroll kems Provident Fund Beimbursement
Bookkeeping
W Staff Cost Staff Name Staff Name Het Payment Payroll Period Paymment
Setup H (Eni) (Chi) $ (DDA - Method
DDMMAYYY)
Staff Master [ |Teaching Staf *
r Ml (WoolSiuMing  |#H4MBH 1767500 OLOSE00E - 30052004 m - Witheont
Tax Return | HCS3  |LeeSinMing = ~EH 17.587.80 | OLOS2004 - 304082004 Erhmaﬁc_% - Withot
Enguiny
Report [ Add staff || Delete staff |

CAR
Sales & Stock

Data Management

Timetahling

Code Management
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Home
= FMP

Commaon Setup

Budgeting

Bookkeeping

W Staff Cost

Setup
Staff Master

P Fund Register
Tax Return
Enguiny
Report
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Report Management

Customization

Freeze Payroll Voucher

Current School Year: 2001 11 September 2003 14:29

pucher Youcher Posting ¥Youcher Enguiry

Payroll Month

- |

Pnll Youcher Generated

SBOTDOm

|:|
? Step 2. Select Payroll Month. 15.000,00
= Step 3. Select Payment Method. S
r 19,000.00
F=ll Step 4. Click [Payroll Voucher 20,000.00
=7 Generated] hyperlink.
v 17,575.00
F |$.HJ‘\-.E_|H 17.575.00
T “Top

Mate: Select one or mare staft and then press "Pri i ! -F=C016-E)".
- |Generate Payroll Voucher For the Staff Selected

[ Print ][Eenerate Payroll Youcher’




¢ jenmifer Login Time: 16/09/2003 14:50 Logout | Help | PRRAE

sk otep 5. Select the checkbox next to
the voucher. (one or more vouchers
can be selected at the same time).

Freeze Payroll Voucher

= ma—m mm &

+ FMP [S-FSC16-02] FMP = Staff Cost = Payroll > ayved Youcher
Common Setup

P Fund ¥Youcher ¥o
nsr2004 -
Autopay

Budgeting Prepare Payroll | ool foieizr

Bookkeeping Payroll Month (hbAm™™ )
W Staff Cost Payment Method

Step 6. Click [Freeze Payroll
Voucher] button.

Setup
Staff Master

oll Youcher Not Generateid

Staff Staff HName (Enn) Staff Hame Staff Type Het Payment Youcher
i ode - {Chi) % Status

P Fund Reqgist
Tax Return P‘HCSEI]IMI]HB (30/09,2004)
Enguiny — . - -
Lamn Su Ming -] BH Clenical and Jandtor sttt 1900000 | Review
Report *
CAR Fggj A Sin Ming B/ Clerical and Janitor Staff 1900000 | Review
*
Sales & Stack Fg;sﬁ Chow Siu Ming B Clerical and Janitor Stff 1900000 Review
*
FQ.S_Z Ho 5o Ming {a]~BH (*Ilenc:al and Janitor Sttt 20000000 | Eeviewr
e lect one or mare payroll wvoucher(s) and then press "Print" button to prirt repart "Payrall Walidation Report (R-FSC001 -
EX".
Data Management Maote 2 To generate provident fund l-:uun:her, the corresponding payrol l-::un:her must be in Freeze status.
Timetabling [Delete Payroll ¥oucher ]I Freeze Payroll Youcher ] ﬂUnfreeze Payroll ¥Youcher ][ Print ]
Code Management [ Payroll ¥oucher Preview Ener e

|Freeze the selected payroll voucher |

Security
E-Mail

Customization




cDs
HKAT
HKEAA

+ FMP

Commaon Setup

Buidgeting

Bookkeeping
= Staft Cost
Setup
Staff Master

P Fund Regist
Tax Return
Enquiny
Report
CAR
Sales & Stock
Daiby Coll. Sumr
Non-Recurrent
SPA
Report Managemer

Data Management

Timetahling

Coide Management

Freeze Payroll Voucher

enn:lfer Login Time: 23/05/2003 10:59 Logout | Help | PR

Current School Year: 2001

23 September 2003 10:53

[S-FSC16-02] FMP > Staff Cost = Payroll = Payroll Youcher

Prepare Payroll

Payroll Month (Wb

Payment Method

Miiyrnll Uniense | P Fund ¥Youcher Youcher Posting  ¥ouch
nar2004 -

|Autnpaﬁ;

[

Payroll Youcher Generated

The status of the
voucher is set to

“Freeze”

Staff Staff HName {(Enn) Staff Hame Staff Type Het Pa;nnent Youcher
Code . (Chi) Status

PRHCS2004098 (30:09.2001)
HNCS4  |Lam Sin Ming f4/]BH Clericzl and Janitor Steff 19,r:mro Freeze
NCS5  |An Sin Ming ERE ] Clerical and Janitor Staff 19,r:x:-:3|:0 Freeme
NCSE | Chow Sin Ming GHE: Clerical and Janitor Steff 19,&:0'30 Freeze
NCE?  [Ho Sin Ming fa]-J~EH Clerical and Janitor Staff zm,r:x:-alzo Freeze

Mate 1: Select one or more payroll woucher(z] and then press "Print" button to print report "Payroll % alidation Hepumﬁﬂm—

ET".

Mate 2 To generate provident fund woucher, the corresponding payroll voucher must be in Freeze status.

[Delete Payroll ¥oucher ][ Freeze Payroll Youcher ] [ Unfreeze Payroll Youcher ][ Print ]

[ Payroll ¥oucher Preview ][ Generate Autopay File ]




Freeze Payroll Voucher

« Upon freezing of the vouchers successfully:
« The vouchers status will change from “Review” status to "Freeze".
« The vouchers cannot be deleted in “Freeze” status.

« Those payroll records in “Freeze” status can be proceeded to the next steps
of payroll process:

egenerating corresponding provident fund voucher
eposting the payroll voucher to General Ledger

eposting the provident fund voucher to General Ledger.
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Unfreeze Payroll Voucher

» To release the corresponding payroll details for amendment on payroll items,
reimbursement items, provident fund contribution and cost allocation.

« After unfreezing the payroll voucher, it is required to delete and generate again
the payroll voucher if user needs to amend the corresponding payroll details.

 If the corresponding provident fund vouchers have not been generated and the
payroll vouchers themselves have not been posted to General Ledger, it is
allowed to unfreeze the payroll vouchers. The payroll vouchers will be changed
from “Freeze” status back to “Review” status.
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:ér Login Time: IDIEIQE!_3 1922 Logowt | Help | M

Current School Year: 2001  [ISY(=Io 0N PR @{§ (e @ § 21/ (01 (|

cDS - Voucher] tab.
[S-FSC14-01] FMP > Staff Cost = Payroll = Prepare Paytoll

Unfreeze Payroll Voucher

HKAT

HKEAA Hr=unrz Mndrull Payroll ¥oucher Fund ¥Youcher Youcher Posting Youcher
* FMP Payroll Morth ik I 04 -
Common Setup

Hayroll Month

Budgeting S taff List Payroll kems Provident Fund Beimbursement
Bookkeeping
W Staff Cost Staff Name Staff Name Het Payment Payroll Period Paymment
Setup H (Eni) (Chi) $ (DDA - Method
DDMMAYYY)
Staff Master [ |Teaching Staf *
r Ml (WoolSiuMing  |#H4MBH 1767500 OLOSE00E - 30052004 m - Witheont
Tax Return | HCS3  |LeeSinMing = ~EH 17.587.80 | OLOS2004 - 304082004 Erhmaﬁc_% - Withot
Enguiny
Report [ Add staff || Delete staff |

CAR
Sales & Stock

Data Management

Timetahling

Code Management
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Home
= FMP

Commaon Setup

Budgeting

Bookkeeping

W Staff Cost

Setup
Staff Master

P Fund Register
Tax Return
Enguiny
Report
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Report Management

Customization

Unfreeze Payroll Voucher

Current School Year: 2001 11 September 2003 14:29

pucher Youcher Posting ¥Youcher Enguiry

Payroll Month

- |

Pnll Youcher Generated

SBOTDOm

|:|
? Step 2. Select Payroll Month. 15.000,00
= Step 3. Select Payment Method. S
r 19,000.00
F=ll Step 4. Click [Payroll Voucher 20,000.00
=7 Generated] hyperlink.
v 17,575.00
F |$.HJ‘\-.E_|H 17.575.00
T “Top

Mate: Select one or mare staft and then press "Pri i ! -F=C016-E)".
- |Generate Payroll Voucher For the Staff Selected

[ Print ][Eenerate Payroll Youcher’




cDs
HKAT
HKEAA

+ FMP

Commaon Setup
Buidgeting
Bookkeeping
= Staft Cost
Setup
Staff Master

P Fund Regist
Tax Return
Enquiny
Report
CAR
Sales & Stock
Daiby Coll. Sumr
Non-Recurrent
SPA
Report Managemer

Data Management

Timetahling

Coide Management

Unfreeze Payroll Voucher

Current S

Prepare Payroll

Payroll Month (rAbm
Payment Method

Staff HName (Enn) Staff Hame
(Chi)

Payroll Wioncher

[S-FSC16-02] FMP > Staff Cost = Payroll = Payroll Youcher

P Fund ¥oucher
ngr2004 -

ez jermifer Login Time: 23/09/2003 10:5% Logout | Help | XA

Step 5. Select the checkbox next to
the voucher. (one or more vouchers

can be selected at the same time).

Yo

Step 6. Click [Unfreeze Payroll

Autopay

Staff Type

Voucher] button.

Het Payment
%

Youcher
Status

4098 (30,/09:2004)

FQSA Larn Sin Ming f4/]BH Clericzl and Janitor Steff 1900000 | Freeze
Fgﬁ An Sin Ming ERE ] Clerical and Janitor Staff 1900000 | Freeze
Fg;sﬁ Chow Sin Ming GHE: Clerical and Janitor Steff 1900000 | Freeze
ngz Ho Sin Ming fa] -]~ BH Clerical and Janitor Staff 2000000 |  Freeze

El".
Mate 2 To generate provident fund woucher, the corresponding payr

ect ane or more payroll woucher(z) and then press "Print" button to print repaort "Payroll %alidation Beport (R-FSC001 -

[Delete Payroll ¥oucher ][ Freeze Payroll 'H'uuchenl
| |

[ Payroll ¥oucher Preview ][ Generate Autopay File l

][Unfreeze Payroll ¥Youcher ]I Print ]

[Unfreeze the selected payral v-:uun:her|




cDs
HKAT
HKEAA

+ FMP

Commaon Setup

Buidgeting

Bookkeeping
= Staft Cost
Setup
Staff Master

P Fund Regist
Tax Return
Enquiny
Report
CAR
Sales & Stock
Daiby Coll. Sumr
Non-Recurrent
SPA
Report Managemer

Data Management

Timetahling

Coide Management

Unfreeze Payroll Voucher

enn:lfer Login Time: 23/05/2003 10:59 Logout | Help | PR

Current School Year: 2001

23 September 2003 10:55

[S-FSCA6-02] FMP > Staff Cost = Paytoll = Foyroll Viousher

Prepare Payroll

Payroll Month (Wb

Payment Method

Miiyrnll Uniense | P Fund ¥Youcher Youcher Posting  ¥ouch
nar2004 -

|Autnpaﬁ;

[

Payroll Youcher Generated

The status of the
voucher is set to

“Review”

Staff Staff HName {(Enn) Staff Hame Staff Type Het Pa;nnent Youcher
Code . (Chi) Status
PRHCS2004098 (30:09.2001)
Moed  [Lam Sin Ming 4 ~BH (*Ilmc:al and Jandtor Staff IQ,EIJIJID Eeview
MCSS  |Aw S Ming [ (*Zlerlc:al and Jandtor Staff IQ,EDDID Eenew
Mose  [Chow Sin Ming [E+]~BH f*Slenc:al and Jandtor Staff IQ,DIJIIJ Eeview
NZE7  |Ho Sin Ming fa]-J~EH Clerical and Janitor Staff zm,r:x:-alzo Review

Mate 1: Select one or more payroll woucher(z] and then press "Print" button to print report "Payroll % alidation Hepumﬁﬂm—

ET".

Mate 2 To generate provident fund woucher, the corresponding payroll voucher must be in Freeze status.

[Delete Payroll ¥oucher ][ Freeze Payroll Youcher ] [ Unfreeze Payroll Youcher ][ Print ]

[ Payroll ¥oucher Preview ][ Generate Autopay File ]




Unfreeze Payroll Voucher

e Upon un-freezing of the vouchers successfully:
« The voucher status will change from “Freeze” status to “Review".
« The vouchers can be deleted and then amended in “Review” status.

« Those payroll records cannot be proceeded to the next steps of payroll
process until they are frozen again:

egenerating corresponding provident fund voucher
eposting the payroll voucher to General Ledger

eposting the provident fund voucher to General Ledger.

Slide 159




Generate Provident Fund Vouchers

Open Payroll Capture Staff for Maintain Staff Payroll

Validate Payroll Entries

Month R Payroll
- Select staff entitled for - Edit payroll amount, provident fund »| - Check reports R-FSCO16A-E,
payroll in the month. contribution amount, etc. R-FSCO016B-E and R-FSCO16C-E.

v

Generate Validate Payroll Freeze Payroll Generate
Payroll Voucher Voucher Voucher Provident

- Check report R-FSC001-E. Fund Voucher

\ 4 Generate
Validate Provident Fund A.Print Payroll Voucher »|  Autopay File
Voucher .| B.Print Provident Fund
- Check report R-FSC001-E. |  Voucher

Print / Issue Cheque

» A. Payroll

B. Provident Fund
Contribution

A\ 4

A.Post Payroll Voucher Close Payroll

B.Post Provident Fund Month

Voucher




Generate Provident Fund Voucher

« Generate provident fund voucher for the three types of provident fund scheme:
e Grant / Subsidized Schools Provident Fund Scheme - Journal Voucher
e ORSO Scheme - Payment Voucher
» Mandatory Provident Fund Scheme - Payment Voucher

« Issue one voucher for a batch of staff who have joined the same provident fund
scheme.

Slide 161




Generate Provident Fund Voucher

e Pre-requisites

« The corresponding payroll voucher has been generated and set to
“Freeze” status.

« Payroll entries must have been properly prepared.

e For ORSO Scheme and Mandatory Provident Fund Scheme, bank
ledger must be tied to an appropriate bank cheque format and set
to use “Cheque Printing” if “Cheque - With Printing” payment
method is selected.

Slide 162



ifer Login Time: 10/09/2003 15:33 Logout | Help | PRE

Generate Provident Fund Voucher = " Current School Year: 2001 Step 1. Click [P Fund

Voucher] tab.

cDs
HKAT

HKEAA Payroll ¥Youche P Fund Youcher I‘uucher Posting Voucher
= FMP Payroll Month (hihdr™sy

Common Setup

[S-FSC14-01] FMP > Staff Cost = Payroll = Prepare Paytoll

Hayroll Month

Budgeting S taff List Payroll kems Provident Fund Beimbursement
Bookkeeping
' Staff Cost Staff Hame Staff Hame Het Payment Payroll Period Paymment
St (Eni) (Chi) $ (DDA - Method
etup DDMMAYYY)
Staff Master [ |Teaching Staf *
. r Ml (WoolSiuMing  |#H4MBH 1767500 QLS00 - 3040542004 Chemque - Withont
P Fund Regist Printing
Tax Return | HCS3  |LeeSinMing = ~EH 17.587.80 | OLOS2004 - 304082004 grhmaque - Withot
Enguiny fing
Report [ Add staff || Delete staff |

CAR
Sales & Stock

Data Management

Timetahling

Code Management




Home
% FMP
Commaon Setup
Budgeting 09/2004 -

Bookkeeping Grant'Subsidized Schools PF Scheme = I
W Staff Cost
Setup Provident Fund Youcher Hot Generated ! Hot Required Provident Fund Youcher Generated

Posting WYoucher Enguiry Payroll Month

Staff Master
Staff Name Staff Employee’s Emplover's |Corresponding| Generate P Fund

) (Endq Hame Contribution Contribution Payroll Youcher
P Fund Register {Chi) $ 4 vioucher

Status

Tax Return

Enguiry [ |Teaching Staff *

Report | HEEL  |[WooSmMing  |#H/MEH 925,00 2500 Freeee | Required
C:n'H | W& |LeelinMing  |ZMEH 925,00 25,00 Freeae |Hequired
Sales & Stock
Daihly Coll. Summa

Ledf L

Mate: To generate provident fund voucher, the corresponding payrall voucher must be in Freeze status.

[ Generate P Fund ¥Youcher ] L Save ]

Hon-Recurremnt Gra

Report Management

Step 2. Select Payroll Month.

Customization

Step 3. Select Fund Scheme.




Generate Provident Fund Voucher ] ki I—

Current School Year: 2001 11 September 2003 14:10

Home
= FMP

Commaon Setup
. Prepare Payroll Payroll ¥oucher | & Fipcl Yeisiizr | Woucher Posting ¥oucher Enquiry  Payroll Month
Budgeting Payroll Month (hihirevy ) 092004 +

Fund Scheme |Grantf5uhsidized Schoals PF Scheme = |

[S-FSC16-07] FMP > Staff Cost = Payroll = Provident Fund Youcher

Bookkeeping
' Staff Cost
Setup

Staff Master
= Staff Name Staff Employee’s Emplover's |Correspondim|| Generate P Fund

Provident Fund Youcher Hot Generated ! Mot Required Provident Fund Youcher Generated

(Endq Hame Contribution Contribution Payroll Youcher
{Chi) L % Voucher
Status

P Fund Register

Tax Return
Enguiry [~ |Teaching Staff *

Report | MCEL |WooSinMing  |#HNEH 500 H25.00 Freeze |Hequired |

CAR T ——
Sales & Stock L LesSmbine 30 F2.00 ws00| - Free | [Not Required ]

Daily Coll. Summa Mate: To generate provident fund vo ponding payroll voucher must be in Freeze status.

Non.Recurrent Grz [ Generate P Fund "l'uucherl] LE Save ] i

Report Management Step 4. If there is no need to
generate the provident fund voucher
for a staff, set the column Generate
P Fund Voucher as “Not Required”.

Customization

Step 5. Click [Save] button.




Home
= FMP

»  Common Setup

»  Budgeting
* Bookkeeping
W Staff Cost
Setup
Staff Master

P Fund Register
Tax Return
Enguiny
Report
CAR
» Sales & Stock

» Daiby Coll. Summa

> Hon-Recurrent Gra
Report Management

Customization

Generate Provident Fund Voucher

[S-FSC16-07] FMP = Staff Cost = Payroll >

Prepare Payroll

Payroll Youcher

Payroll Month (b5 )
Fund Scheme

Provident Fund Voucher Not Generated | The system will redirect to Voucher Details page.

Staff Name

(Endq

09201

If it is required to generate provident fund voucher:

Step 6. Select the checkbox next to the staff (one
or more staff to be included in preparing provident
» fund voucher can be selected at the same time).

ey Step 7. Click [Generate P Fund Voucher].

Staff
Hame
(Chi)

Lun

.....

Ty [ |
Fayroll
Youcher
Status

Generate P Fund

Youcher

Tlaat:hing Staff *
Woo Sin Ming | #H/M8H 925,00 92500 Freeae |Required  ~]
Lee Sin Ming | ZE<EH 2500 G250 Freeze |Hequired |

I L A O ] I ] i | ] R L L=l W J1 L

bt the corresponding payroll woucher must be in Freeze status.

[ Generate P Fund Youcher ] | [] save ]

|Generate Provident Fund Woucher For the Skaff SElectedl




E
Generate Provident Fund Voucher d# I—

Current School Year: 2001 11 September 2003 13:15

Home
* FMP
Commaon Setup

[S-FSC16-11] FMP > Staff Cost > Payroll > Provident Fund Youcher

oucher Details

Accounting Month (broyyyy D200
Youcher Type Provident fundwoucher - G55 (PJ) j
W Staff Cost Youcher No. [&0TO
Setup Voucher Date (DMWY Y ) EEZn]
Staff Master Voucher Particulars roomthly provident fund contribmtion)
= Gross Credit Amount 5 1,850,00
AN RN T Gross Debit Amount 5 1,850,00

Tax Return Youcher Status Diaft

Budgeting

Bookkeeping

For Grant / Subsidized Schools Provident Fund
Scheme, the system will prompt users to generate
Journal Voucher to record Employee’s Contribution.

Step 8. Select an appropriate Voucher Type.

F



=10 x|

J EBack ~ = - () ol | ‘Qsearch [GfFavorites  GfMedia ¢4 | v S = =13 JLinks & | Customizs Lirks =
J.ﬂ.ddress I@ http: fflacalbosk: 8080 j5p index. jsp ‘"I tff'} GO

User: jenrofer Last Login: 07072005 16:41 Logout 1 Help

rosoft Internet Explorer

Generate Provident Fund Voucher

.................................... Current School Year: 2001 8 July 2003 14:57

Assessment -
[S-FSC16-13] FMP = Staff Cost = Payroll > Provident Fund Youcher

Special Assessme

Staff Deployment
oucher Details

Staff
Accounting Month (Mes Y CBL2003

CDs
enT Youcher Type IF'rmrident fund wvoucher- QRS0 & MPF (PP 'I |
" Ly kLo |

iR
HKEAA

Youcher Date (DO ) |31,ﬂ3,gm3
« FMP Youcher Particulars IP-_rmljﬂmt Fund Contibution
»  Common Setup Gross Credit Amount 51,750,00
> Budgeting Voucher Status Dratt

[ | bt g

# For ORSO Scheme and Mandatory Provident Fund Scheme, the [ [&8 Localintranet y

system will prompt users to generate Payment Voucher of both
Employee’s and Employer’s Contribution to trustee.

Step 8. Select an appropriate Voucher Type.




E
Generate Provident Fund Voucher d# I—

Current School Year: 2001 11 September 2003 13:15

Home
* FMP
Commaon Setup

[S-FSC16-11] FMP > Staff Cost > Payroll > Provident Fund Youcher

oucher Details

Accounting Month (broyyyy D200

Bookkeeping Youcher Type Provident fundwoucher - G55 (PJ) j
W Staff Cost Youcher No. [&0TO
Setup Voucher Date (DMWY Y ) EEZn]
Staff Master Voucher Particulars roomthly provident fund contribmtion)
= Gross Credit Amount 5 1,850,00
AN RN T Gross Debit Amount 5 1,850,00

Tax Return Youcher Status Diaft

Grant / Subsidized Schools
Provident Fund Scheme:

Budgeting

Step 9. Enter the Voucher No.

F



rosoft Internet Explorer

=10 x|

EBack ~ = - @) (2] & | ‘Qsearch [GfFavorites  GfMedia ¢4 | B S = E &% JLmks & | Customizs Lirks =

F'.du:lress I@ http: fflocalhost: 5080/ isp/index. isp I G0

User: jenrofer Last Login: 07072005 16:41 Logout 1 Help

Generate Provident Fund Voucher

.................................... Current School Year: 2001 8 July 2003 14:57
Assessment -
[S-FSC16-13] FMP = Staff Cost = Payroll > Provident Fund Youcher

Special Assessme
Staff Deployment
Staff

CDS

oucher Details
Accounting Month (Mes Y CBL2003

et Voucher Type Provident fund voucher - ORSO & MPF (PF) v |
I VYoucher No. |ﬁI_I'I'D |
HKEAA oucher e [DOMARS ™S |31ﬂ3*m3]3 Bl
= FMP Youcher Particulars IPl-mljﬂmt Fond Comtiibation
Common Setup Gross Credit Amount $1,750.00

Budgeting voucher Status Diraft

| | | = Local inkranet 5

ORSO Scheme and Mandatory
Provident Fund Scheme:

Step 9. Enter the Voucher No.




E
Generate Provident Fund Voucher d# I—

* FMP

|-

|-

| =

Current School Year: 2001 11 September 2003 13:15
Home |
[S-FSC16-11] FMP > Staff Cost > Fayroll > Frovident Fund Youcher
Commaon Setup .
ST oucher Details
utgeting Accounting Month (Mercyyyy ORR2004
S Voucher Type [Provident fund voucher - 655 (PJ) 7]
' Staff Cost Voucher No, (AT
Setup Vioucher Date (DOMM vy [3odaa00d I

Staff Master Voucher Particulars [eonthly provident fund contdbution] I
- Gross Credit Amount B 1,850.00

AN RN T Gross Debit Amount 5 1,850,00

Tax Return Youcher Status Diaft

Grant / Subsidized Schools Provident Fund
Scheme:

Step 10. Fill in the Voucher Date and Voucher
Particulars.




=10 x|

J EBack ~ = - () ol | ‘Qsearch [GfFavorites  GfMedia ¢4 | v S = =13 JLinks & | Customizs Lirks =
J.ﬂ.ddress I@ http: fflacalbosk: 8080 j5p index. jsp ‘"I tff'} GO

User: jenrofer Last Login: 07072005 16:41 Logout 1 Help

rosoft Internet Explorer

Generate Provident Fund Voucher

.................................... Current School Year: 2001 8 July 2003 14:57

Assessment -
[S-FSC16-13] FMP = Staff Cost = Payroll > Provident Fund Youcher

Special Assessme
Staff Deployment

Staff oucher Details

Accounting Month (M) OB2005
CD5

Voucher Type | Provident fund voucher - ORSO & MPF (PF) x|
Al Voucher No. LALTTO)
Ananas Voucher Date (DMWY YY) [31A0872003

= FMP Youcher Particulars

| Provident Fund Contribution
Common Setup : ffefreriimieint
Budgeting Voucher Status Draft
1.| s

;E". ' | | | = Local intranet 5

ORSO Scheme and Mandatory Provident Fund
Scheme:

Step 10. Fill in the Voucher Date and
Voucher Particulars.




rosoft Internet Explorer

=10l x|

Generate Provident Fund Voucher

EBack ~ = - ) (2] & | ‘Qhsearch [GFavorites GMedia o4 | B S = E % JLmks & | Customize Links

.ﬂ.ddress Iﬂj http: fflocalbaost: 30807 sp findex. jsp I lf# e

>

User: jenrofer Last Login: 07072005 16:41 Logout 1 Help
Current School Year: 2001 8 July 2003 15:05

Assessment

CFERIN LU Er] RRRRAPR RO RCERALRR Q%0 EXLAIL Y

SLEREE e | Bank Ledger Code AS000 - Bank Information Link Test

F

Staff Deployment w3 1= = )1 R

Staff Payee's Name IHSEC TEUSTEE Required far "Checue - ".-“-J
CDS Prirtirc"

HHEAT Cheque No. | Leave Blank for "Chegue - With Printing”

HKEAR Bank Particular (Default zame az “aoucher F‘ar‘tlc:ularsjl

 FMP Maote 1: Paves's Mame is reguired for "Chegue - With Printing” . This iz optional for "Chegue - Without Printing".
»  Cnmmnn Setun Mote 2 Chegue Mo should be left blaok for "Chedgue - ik Printing, This jz optiong

For ORSO Scheme and Mandatory Provident Fund Scheme, fill in the Bank Ledger
information (Credit).

o "Chegue - Without Pricting”

By default, the system will select the default bank ledger code (refer to Voucher Type
Maintenance in Common Setup Module) of the selected voucher type.

Step 11. Choose another Bank Ledger Code for the payroll voucher if necessary.




Generate Provident Fund Voucher a‘l—lﬂiﬂ

EBack ~ = - ) (2] & | ‘Qhsearch [GFavorites GMedia o4 | B S = E % JLmks & | Customize Links »
.ﬂ.ddress Iﬂj http: f flocalbost: S030/spfinde:x, jsp I lf# Go

User: jenrofer Last Login: 07072005 16:41 Logout 1 Help

rosoft Internet Explorer

Current School Year: 2001 8 July 2003 15:05

F

Assessment Bank Ledger Information (Credit)

Bank Ledger Code A5000 - Bank Information Link Test
Staff Deployment Payment Method | chegue - with Printing = |

Staff Payee's Name IHSEC TEUSTEE Required far "Checue - ".-“-J
CDS Prirtirc"

HHEAT Cheque No. | Leave Blank for "Chegue - With Printing”
Bank Particular (Default zame az “aoucher F‘ar‘tin:ularsjl

Special Assessme

HKEAA
 FMP Maote 1: Paves's Mame is reguired for "Chegue - With Printing” . This iz optional for "Chegue - Without Printing".

»  Cnmmnn Sethin Lote - Cheoue Mo, should be left blgok for "Cheaue - With Pricting” . This iz ootionsl 1o heoue - Without Pricing”

p Step 12. Select Payment Method.

For “Cheque - With Printing” payment method, fill in Bank Particulars, if necessary. Fill in
Payee name and do NOT fill in Cheque Number.

For “Cheque - Without Printing” payment method, fill in Payee Name, Cheque No. and
Bank Particulars, if necessary.



User: jerafer Last Login: 07072003 16:4]1 Logout | Help

Joe=tL

------------------------------------ e Step 13. Fill in Particulars of

Common Setup Mate 1: Payee's Mame is required for "Chegue - With Printing”. Thiz is optioriistslel A0 IRA LS accounting l'ineS, if
Mate 2 Chegue Mo, should be left blank for "Chegue - With Printing” . This i necessary.

L ccounting Line Information {Dehit)

Budgeting

Bookkeeping
o Sl L Programme Account Code Amount Particular Budget
Setup Mo. |LevelSession % (Default same as Bank Check
Staff Master Particular)
1 | Priroarswiah WEFMEF - 2005001001 - 437.5 |
Programome Creant Bxrpenses
P Fund Regist 0ode for
comverting L
Tax Return halance In
. R L
Enquiny -
2 | PrimarwFM 450 - CEAO0S00100] - 4375 |
Report Unallovated Crent B penses
CAR wtaff Cost
Sales & Stock 3 | Priroarswiah EGFI\-IP - Ejﬂ%lﬁ?grlgﬂi - 4375 |
oode fior comtributions -
comvering GL |entifled o 5%
halance In
R R
4 | PrimarwFM 4550 - 1018001 00 - 437.5 |
Unallovated Ermplover's
wtaff Cost oontribntions -
Data Management entifled 1o 5%
Timetabling |Eludget Check: S - Sufficient fund; | - Insufficient fund; Mi& - ot applicable

Code Management Mote 1; Format of auto generated voucher number; =Voucher Type Prefixs ik -=system sequence no =

/ Mate 2 “Youcher number must be unigue throughout the system. If auto generated voucher number option hias not been selected,
Security . ; .
please enzsure that the same voucher number will not be duplicated in fuiure.

E-Mail

[ Save As LnSave Youcher as Llnpnsteu:ll
Customization =

‘| i




Common Setup
Budgeting
Bookkeeping
w Staft Cost
Setup
Staff Master

P Fund Regist
Tax Return
Enguiny
Report

CAR

Sales & Stock

Data Management

Timetahling

Code Management
Security

E-Mail

Customization

Step 14. Click the [Save As
Unposted] button to save the
! voucher.

Mate 1: Payees's Mame iz required far "Chegue - With Printing". This is optional fd
Mote 20 Chegue Mo, should be left blank for "Chegue - wWith Printing”. This iz opti BUdget CheCk W]ll be performed

L ccounting Line Information {Dehit) .
if the budget has been

Line Sch Programme | Account Code Amount approved.
No. |Level’Session § —

Primars/ahd WFMP 2005001001 - 437.50 |
Creant Bxrpenses
D:dﬁ for
comverting L
halance In
R L
2 | PrimarwFM 450 - CEAO0S00100] - 437.50 |
Unallewated Crrant Bxpenses
wtaff Cost
3 | Priroarswiah WEFMEF - 1018001 002 - 437.50 |
Frogrrmme Ernplemer's
oode fior comtributions -
comvering GL |entifled o 5%
halance In
R R
4 | PrimarwFM 4550 - 1018001 00 - 437.50 |
Unallovated Ermplover's
wtaff Cost oontribntions -
entitled o 5%
|Eludget Check: S - Sufficiert fund; | - Insufficient fund; krA - Mot applicable

Mate 1: Format of auto generated voucher number: =Noucher Type Prefix="" i -=zystem sequence no =
Mate 2 “Youcher number must be unigue throughout the system. If auto generated voucher number option hias not been selected,
plasss-snsLkathabtaasaing y0LCher number swvill not be duplicated in future.

[ Save As u.{Save '-.-'Ducl'ler as Llnpnsteu:ll
—+ -

‘| i



Generate Provident Fund Voucher

rosoft Internet Explorer

=10 x|

GBack - = - @) (8] 5 | ‘Qisearch (ElFavorites  Media C4 | - S et & JLmks & Customize Links »
.ﬂ.ddress I@ http: f flocalbost: S050/spfinde:x, jsp I ffi? G0

User: jerofer Last Login: 070772003 16:41 Logout 1 Help

Current School Year: 2001 8 July 2003 15:16

Commaon Setup

Budgeting

PFMCS20030824 Record updated successfully,

F

cher

Bookkeeping

Primarysahd Mo budget check zince budget not vet approved.

W Staff Cost
Setup
Staff Master

P Fund Regist

Tax Return

E-630265
E-B35027
E-53023
E-G3029

E-635026

Lime 2 :
Lime 2 :
Line 2 ;
Line 2.
. Line 4
E-63027 :
E-63028

s Insufficient fund &t programme 4229
Line 4 :
Lire 4

Inzutficient fund at programme 4939
Inzufficient fund st sub-ledger G20035001
Inzutficient fund at ledger G2005
Insutficert fund at OEBG General Domain

Inzutficient fund at sub-ledger 1018001
Inzutficient fund at ledger 1015

|@ Done

If the budget check option is set to

“warning”, a warning message will be
displayed and the saving action will carry on

if any of the accounting line amounts
exceeds the budget amount.




Generate Provident Fund Voucher al—lﬂiﬂ

J.ﬂ.ddress I@ http:fi192.168.6, 151 jspjindex. jsp "I ﬁGD
J P Back ~ = - @ et | @_Snearn:h (4] Favorites @Media ®| %v =h = o

User: jennifer Login Time: 09/09/2003 15:21 Logout | Help
.................................... Current School Year: 2002 9 September 2003 15:21

rosoft Internet Explorer

Home -
r Staff Deployment l
» Staff
= FMP

e
[S-FSC16-13] FMP > Staff Cost = Payroll = Provident Fund Youcher j

E-B3026 : Line 1 Insufficiert fund &t programme WE kP
E-63026 ; Line 2 Inzufficient fund at programme Wi hP
» Common Setup E-53027 : Line 2 : Insufficient fund at sub-ledger G1015002

i . p—

|@ | | | |ﬁ Inkernet Y

If budget check option is set to “Error”, an
error message will be displayed and the
saving action will be aborted, if any of the

accounting line amounts exceeds the budget
amount.




; osoft Internet Explorer
Generate Provident Fund Voucher

= Back ~ = - Ia i} | Qi search G Favorites E;-fﬁ’r'-ﬂedia l;_3 | %v = N | @ #. JLinl::s -.E'-:Zu::tu:urnize Lirks
J Address |&] http:/lacalhost: 8050} jspfindex. jsp

: jennifer Last Login: 07072003 16:4] Logout 1 Help

Current School Year: 2001 8 H.EELLEIE 17

dULE 2 sl P, =riadia e (210 RErs Tar o risgde - WL 1rng . 12 1 DRLIAEEA Tar o rpsglde - WLl Iy .

Accounting Line Information (Dehit)

Line Sch Programme Account Code nmnunt Particular
Ho. |Levelsession (Default same as Ban k
Particular)

Prirmary AM WEME - D000 001 - Grant 43750 (NS Prowident Fund
Upon saving of the voucher successfully, the system will set the followmg budget
check status to each of the accounting lines:

+  Common Setup

=  Budgeting

» Bookkeeping
w  Staff Cost
Setup

S - Sufficient fund

| - Insufficient fund

N/A - Not applicable (e.g. No Budget check, budget not approved, asset/liability
ledger).

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

I_ I_ I_ (=F Lacal intranet



Home
Staff Deployment
Staff
* FMP
Common Setup

Budgeting

Bookkeeping
w Staft Cost
Setup
Staff Master

P Fund Register
Tax Return
Enguiny
Report
CAR
Sales & Stock
Daity Coll. Summa
Hon-Recurrent Gra

Report Management

Data Management

Customization

Generate Provident Fund Voucher |

Current Schuul ‘f’ear 2002

nifet Login Time: 16/08/2003 15:16 Logout | Help | PRREE

16 September 2003 15:44

[S-FSC16-10] FMP > Staff Cost = Payroll = Provident Fund Youcher

Prepare Payroll

Payroll Youcher [ 2 Find duiisii=¢ | Youcher Posting ¥oucher Enquiry  Payroll Month
Payroll Month (hkiso™y) 0152003 -

Fund Scheme |ru1F'F Scherg

Provident Fund Youcher Not Generated ! Mot Required

Staff Staff HName {(Enn) Staff Hame Staff Type
Code . (Chi)

Provident Fund Youcher Generated

Employee’s
Contribution

Employer's
Contribution

PEHCS2003014 (31/01:2003) Cheque - With Printing

#0] | SAMFLE USER

Mate: Select one or mare payroll voucher(z) and then press "Print" button to p
[ Delete P Fund ¥Youcher ][ Print ][ P Fund ¥oucher Previe

|Delete the Selecked Provident Fund Youcher |

|C*31Etr1c:alandJamt-::-rStaH‘

1,000,000

100,00 |

Upon saving of the voucher
successfully, the corresponding
staff payroll entries will be
moved from Provident Fund
Voucher Not Generated / Not
Required screen to Provident

Fund Voucher Generated
screen. They will be grouped by
Voucher Number.



Generate Provident Fund Voucher

« Upon saving of the voucher successfully:

e The receipts and committed amount of the approved budget will be
updated.

e Content of the voucher cannot be changed.
« Generated provident fund voucher can be retrieved under Bookkeeping

Module. However, users cannot change / delete / post the voucher
there.
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Validate Provident Fund Voucher

Open Payroll
Month

\ 4

Capture Staff for
Payroll

- Select staff entitled for
payroll in the month.

Maintain Staff Payroll

- Edit payroll amount, provident fund »| . Check reports R-FSCO16A-E,
contribution amount, etc.

Validate Payroll Entries

R-FSCO016B-E and R-FSCO016C-E.

v

Generate
Payroll Voucher

Validate Payroll
Voucher

- Check report R-FSC001-E.

Freeze Payroll
Voucher

Generate
Provident Fund
Voucher

A 4

A 4

Validate Provident
Fund Voucher

- Check report R-FSCO001-E.

A.Print Payroll Voucher
B.Print Provident Fund

A 4

Voucher

Generate
Autopay File

Print / Issue Cheque

A. Payroll

B. Provident Fund
Contribution

A\ 4

A.Post Payroll Voucher

B.Post Provident Fund
Voucher

Close Payroll
Month




Validate Provident Fund Voucher

« Generate report for checking to ensure the generated provident fund vouchers
are correct before:

» Post provident fund vouchers to General Ledger
» Generate “Payroll Validation Report (R-FSC001-E)” report for provident fund

voucher validation. The report shows the breakdown of the provident fund
vouchers generated
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ifer Login Time: 10/09/2003 19:33 Logout | Help | PRREE

Validate Provident Fund Voucher | e S hoo TS Step 1. Click [P Fund

Voucher] tab.

cDs
HKAT

[S-FSC14-01] FMP > Staff Cost = Payroll = Prepare Paytoll

HKEAR Payroll Youche P Fund Youcher qucher Posting Voucher Hayroll Month
v FMP Payroll Month (M) e i

Common Setup

Budgeting S taff List Payroll kems Provident Fund Beimbursement
Bookkeeping
' Staff Cost i Staff Hame Staff Hame Het Payment Payroll Period Paymment
Set (Chi) $ {DDRAMA™YY - Method
etup DDMMAYYY)
Staff Master [ |Teaching Staf *
. r Ml (WoolSiuMing  |#H4MBH 1767500 QLS00 - 3040542004 Chemque - Withont
P Fund Regist Printing
Tax Return | HCS3  |LeeSinMing = ~EH 17.587.80 | OLOS2004 - 304082004 grhmaque - Withot
Enguiny fing
Report [ Add staff || Delete staff |

CAR
Sales & Stock

Data Management

Timetahling

Code Management




; adr:un Login Time: 11/09/2003 10: 14 Logout 1 Help | PRRGE

T
R R R T

Validate Provident Fund Voucher |

Current Schuul ‘f’ear 2001 11 September 2003 13:01

Home
= FMP

Commaon Setup

Youcher Posting ¥Youcher Enguiry Payroll Month

Budgeting

Bookkeeping
W Staff Cost
Setup Provident Fund Youcher Hot Generated ! Hot Required Provident Fund Youcher Generated
Staff Master

Staff Name Staff Employee’s Emplover's |Corresponding| Generate P Fund
(Eng) Hame Contribution Contribution Payroll Youcher
{Chi) L % Voucher
Tax Return Status

P Fund Register

Enguiry [ |Teaching Staff *
A @ | HCSL [WooSinMing [dH/8H 925,00 @500 Freeme “HEquired <]

oA o | NGO [LeeSinMing |FH 925,00
Sales & Stock

Daily Coll. Summa Mate: To generate provident fund voucher, the corresponding payrall
[ Generate P Fund ¥Youcher ] L Save ]

Step 2. Select Payroll Month

Hon-Recurremnt Gra

Step 3. Select Fund Scheme.

Report Management |Generate Provident Fund Youcher For the St
Customization

Step 4. Click [Provident Fund
Voucher Generated] hyperlink.




ime: 16/09/2003 15:16 Logout | Help | PRRE

. Ryl
Eﬁfﬁ._uﬁ'ﬁ‘ﬁl:u ey

Validate Provident Fund Voucher

Current S

Step 5. Select the checkbox next to
[S-FSC16-10] FMP > Staff Cost > Payroll > Provident Fund vouclulcIV/e]S(elal<I A (o] aT=N el gl 0 (o] (= Y/e]0 el g [<I§3
can be selected at the same time.

Home
Staff Deployment
Staff
* FMP

Common Setup

P ENmd Woncher

Prepare Payroll Payroll Youcher

Payroll Month (7} 0172003 = Step 6. Click [Print] button.
Fund Scheme MPF Scheme

Budgeting
BookKeeping Provident Fund Youcher Not Generated f Hot Reguired _unerated
w Staft Cost
Setup Staft Staff Mame (Eng) Staff Mame Staff Type Employee’s Emplover's

1 ode - Chi Contribution Contribution
Staff Master | (Chi) § 4

PRHCS2003014 (31/01:2003) Cheque - With Printing

P Fund Register

ol | SAMFLEISER Clerical and Jandtor Staff 100000 1,000,000
Tax Return *
Enguiny Mote: =elect one ar more payroll vlucHerEs! analhen press "Print" button to print report "Payroll Validation Repart (R-F=C001-E)".
Report [ Delete P Fund Youcher I[ Print ][ FI Fund Youcher Preview ][ Print Cheque ]

CAR
Sales & Stock
Daity Coll. Summa

Non-Recurremnt Gra

Prink Report: "Payroll Yalidation Report {R-FSCDDI-E}"|

Report Management

Data Management

Customization



|Accnunt Code j ‘

ser: jennifer Login Time: 16/09/2003 1516 Logout | Help | RCEEE
Current School Year: 2002 16 September 2003 15:49

=101 xI

Youcher

. Youcher Posting VYoucher Enquiry Payroll Month

[

(Print | [P close |

Provident Funid Youcher Generated

Staff Tyne Employee's Employer's
Contribution Contribution
$ $

P Fund Register

[v |PEHCS200301A (31/01/2003) Cheque - With Printing

Tax Return

Enguiry Maote: Select one or more payroll voucher(=s) and t

0] | SAMFLE USER

The system will pop up a new window.

Report CEEEETT R ISl Step 7. Select either group by “Account Code”

CAR
Sales & Stock

Daiby Coll. Summa

Hon-Recurremnt Gra

Report Management
Data Management

Customization

il start |

or group by “Staff Code”.

Step 8. Click the [Print] button to print the
report in PDF format.

The system will pop up another window showing
the Payroll Validation Report.

@Qu... [EMicr .. @ICQ... @We... @Rea...
@htt... | @Jwe... | @lhte... | BE)fse-... | &bt




Validate Provident Fund Voucher

 If the provident fund vouchers are correct:

Generate
»| Autopay File
Validate Provident Fund proceed A.Print Payroll Voucher
Voucher R ) )
™ B.Print Provident Fund
- Check report R-FSC001-E.
Voucher

Print / Issue Cheque
A. Payroll

B. Provident Fund
Contribution

A 4

A\ 4

A.Post Payroll Voucher Close Payroll
B.Post Provident Fund Month

Voucher




Validate Provident Fund Voucher

e If provident

Validate Provident Fund
Voucher

- Check report R-FSC001-E.

fund vouchers are incorrect:

Delete
Provident
Fund Voucher

proceed
—>

Unfreeze
Payroll Voucher

Delete Payroll
Voucher

A\ 4

Maintain Staff Payroll

- Edit payroll amount, provident fund
contribution amount, etc.

Validate Payroll Entries

- Check reports R-FSCO16A-E,
R-FSCO016B-E and R-FSC016C-E.

Generate
Payroll Voucher

Validate Payroll
Voucher

- Check report R-FSC001-E.

A\ 4

Freeze Payroll
Voucher

Generate
Provident Fund
Voucher




Delete Provident Fund Voucher

 If the vouchers need to be amended, user need to delete provident fund
vouchers.

e Pre-requisites

e The provident fund vouchers have been generated, but have not been
posted.

» For voucher of ORSO Scheme and Mandatory Provident Fund Scheme, if
“Cheque - With Printing” payment method is selected, it cannot be
deleted if cheques have been printed and confirmed as “Successfully
Printed”.
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Delete Provid

Home
Staff Deployment
Staff
* FMP

»  Common Setup

*  Budgeting

» Bookkeeping

w Staft Cost
Setup
Staff Master

P Fund Register
Tax Return
Enguiny
Report
CAR
F Sales & Stock
»  Daily Coll. Summa
 HNon-Recurrent Gra

Report Management

Data Management

Customization

ent Fund Voucher [

Current 5

Prepare Payroll  Payroll Youcher | |2 Rl fnisii=r

Payroll Month (hkiso™y) 0152003 -
Fund Scheme MPF Scherme

Provident Fund Youcher Not Generated ! Mot Required

Staff HName (Enn) Staff Hame
(Chi)

Step 1. Select the c
[S-FSC16-10] FMP > Staff Cost = Payroll = Provident Fund Youc| the voucher (One or more VOUCherS
can be selected at the same time).

U BES
Contribution

$

heckbox next t

enmifer Login Time: 16/09/2003 15:16 Logout | Help | PRCE

Step 2. Click the [Delete P Fund
Voucher] button.

Employer's
Contribution

$

FHCS2003014 (311012003} Cheque - With Printing

1,000,

1,000,000

0] |SP.I\-IPI_E USER C*Zla'ic:aland.la:ﬂt-::-r s taft

I e PO

|Delete the Selecked Provident Fund Youcher |

SRRy 22 and then press "Print" button to print report "Payroll Validation Report (R-F=C001-E)".
[ Delete P Fund Youcher ] I Print ][ P Fund ¥Youcher Preview ][ Print Cheque ]
| |



adnin Login Time: 11/05/2003 10: 14 Logout | Help | RREE

Delete Provident Fund Voucher |
Current Schuul ‘f’ear 2001 11 September 2003 13:01

Home
= FMP

»  Common Setup

Prepare Payroll Youcher Enquiry Payroll Month

Payroll Month (hkiso™y) Qo204 -
Fund Scheme Grant’Subsiy M-hools PF Sch

»  Budgeting

* Bookkeeping
' Staff Cost

Provident Fund Youcher Hot Generated ! Mot Required Provident Fund Youcher Generated

Setup

Staff Master

= Staff Staff Name Staff Employee’s Emplover's |Corresponding| Generate P Fund
(Eng) Hame Contribution Contribution Payroll Youcher
{Chi) L % Voucher
Status

P Fund Register

Tax Return

Encuiny v Teaching Staff *

Report | MGl (Woo S Ming 1 T S5,00 G500 Freeee | Required
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Ledf L

7 | NCS3 [LeeSiuMing  [ZE/hEH 925,00 G25.00 Freeze | Required

Upon deletion of the voucher successfully, the
corresponding staff payroll entries will be moved

Report Management

Customization

from Provident Fund Voucher Generated screen
back to Provident Fund Voucher Not Generated /
Not Required screen.




Delete Provident Fund Voucher

« Upon deletion of the vouchers successfully:
» The voucher details cannot be retrieved subsequently.

» The receipts and committed amount of the approved budget will be rolled
back after deleting the vouchers.

e The voucher number cannot be re-used after the voucher has been deleted.

o Alist of deleted vouchers will be shown in “List of Deleted Vouchers (R-
FSC028-E)” report.
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Print Vouchers

Open Payroll Capture Staff for Maintain Staff Payroll Validate Payroll Entries
Month R Payroll
- Select staff entitled for - Edit payroll amount, provident fund
payroll in the month. contribution amount, etc.

v

Generate Validate Payroll Freeze Payroll Generate
Payroll Voucher Voucher Voucher Provident Fund
Voucher

A 4

- Check report R-FSC001-E.

A 4 Generate

Validate Provident Fund Autopay File
Voucher

A 4

A.Print Payroll Voucher

B.Print Provident Fund
Voucher

- Check report R-FSC001-E.

Print / Issue Cheque

A 4

A. Payroll

B. Provident Fund
Contribution

A\ 4

A.Post Payroll Voucher Close Payroll
Month

B.Post Provident Fund
Voucher




Print Vouchers

« To print payroll voucher and Provident Fund Voucher at the status of
“Unposted”.

« Submit together with supporting documents such as bank’s direct
payment submission form, cheque and “MPF Remittance Advices (R-
FSCO04-E)” to supervisor for checking first.

» Principal approve the vouchers by signing on the designed position of the
vouchers.
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cDS - Voucher] tab.
[S-FSC14-01] FMP > Staff Cost = Payroll = Prepare Paytoll

A- Print Payroll Voucher

HKAT

HKEAA Hr=unrz Mndrull Payroll ¥oucher Fund ¥Youcher Youcher Posting Youcher
* FMP Payroll Morth ik I 04 -
Common Setup

Hayroll Month

Budgeting S taff List Payroll kems Provident Fund Beimbursement
Bookkeeping
W Staff Cost Staff Name Staff Name Het Payment Payroll Period Paymment
Setup H (Eni) (Chi) $ (DDA - Method
DDMMAYYY)
Staff Master [ |Teaching Staf *
r Ml (WoolSiuMing  |#H4MBH 1767500 OLOSE00E - 30052004 m - Witheont
Tax Return | HCS3  |LeeSinMing = ~EH 17.587.80 | OLOS2004 - 304082004 Erhmaﬁc_% - Withot
Enguiny
Report [ Add staff || Delete staff |

CAR
Sales & Stock

Data Management

Timetahling

Code Management
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Home
% FMP
Commaon Setup

Budgeting

Bookkeeping
W Staff Cost
Setup
Staff Master

P Fund Register
Tax Return
Enguiny
Report
CAR
Sales & Stock
Daihly Coll. Summa

Hon-Recurremnt Gra

Report Management

Customization

A- Print Payroll Voucher

Current School Year: 2001 11 September 2003 14:29

[S-FSC16-01] FMP > Staff Cost = Payroll = Payroll Youener

Drapare Pavic Pavrol|Woncher il nd ¥oucher VYoucher Posting Youcher Enquiry  Payroll Month
Payroll Month (hkiso™y) Ooiz004 -
Paviment Method Auto Pay j I

Payroll Youcher Hot Generated nII Youcher Generated

< B orttonm
|:|
? Step 2. Select Payroll Month. 15.000,00
= Step 3. Select Payment Method. S
r 19,000.00
F=ll Step 4. Click [Payroll Voucher 20,000.00

=7 Generated] hyperlink.
v 17,575.00
F |$.HJ‘\-.E_|H 17.575.00
T “Top

Mate: Select one or mare staft and then press "Pri i ! -F=C016-E)".
- |Generate Payroll Voucher For the Staff Selected

[ Print ][Eenerate Payroll Youcher’




Current Schas

Step 5. Select the checkbox next to

v FMP [S-FSC16-02] FMP > Staff Cost = Payroll > Payroll Voucher the voucher (one or more vouchers
C Set )

SIS can be selected at the same time).

= ma—m =

P Fund ¥Youcher ¥o
nsr2004 -
Autopay

Budgeting Prepare Payroll | ool foieizr

Bookkeeping Payroll Month (hbAm™™ )
W Staff Cost Payment Method

Step 6. Click the [Payroll Voucher

Preview] button.
Setup

Staff Master

e PAYITIEIE

$

Tax Return HRHCS200409E (30/09/2004)
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Report *
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Data Management Mate 2 To generate provident fund wvoucher, the corresponding payrall woucher must be in Freeze status.
Timetabling reeze Payroll Youcher ] [ Unfreeze Payroll Youcher ][ Print ]
Code Management [ Payroll ¥oucher Preview ]I Generate Autopay File ]

Security
E-Mail

Customization

|F'review and Prink Payroll '-.-'nucher|
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cDS - Voucher] tab.
[S-FSC14-01] FMP > Staff Cost = Payroll = Prepare Paytoll

B - Print Provident Fund Voucher

HKAT

HKEAR Payroll Youche P Fund Youcher qucher Posting Voucher Hayroll Month
v FMP Payroll Month (M) e i

Common Setup

Budgeting S taff List Payroll kems Provident Fund Beimbursement
Bookkeeping
W Staff Cost Staff Staff Name Staff Name Het Payment Payroll Period Paymment
Setup H (Chi) $ (DDA - Method
DDMMAYYY)
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Jsex: finpackuin Login Time: 11/09/2003 10:14 Logout | Help | PR
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B - Print Provident Fund Voucher |

Home
= FMP

Commaon Setup

Posting WYoucher Enguiry Payroll Month

Budgeting

ngr2004 -
Grant’'Subsidized Schools PF Scheme = I

Bookkeeping
W Staff Cost
Setup Provident Fund Youcher Hot Generated ! Hot Required Provident Fund Youcher Generated
Staff Master

= i Staff Name i Employee’s Emplover's |Corresponding| Generate P Fund
) tribution Contribution Payroll Youcher

P Fund Register I Step 2. Select Payroll Month. § $ Voucher

Tax Return Status
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Report Management
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enmifer Login Time: 16/09/2003 15:16 Logout | Help | PRCE

B - Print Provident Fund Voucher
Current 5

Home Step 5. Select the checkbox next t
Staff Deployment [S-FSC16-10] FMP » Staff Cost > Payroll > Provident Fund Vouc) the VOUCher (One or more VOUCherS
can be selected at the same time).

Staff

Payroll Youcher [ HFip] A==y

+ FMP
012003 = 9
Common Setup B TEEm— Step 6. Click the [P Fund Voucher

Budgeting Preview] button.
Bookkeeping Provident Fund Youcher Not Generated /¥ Mot Reqguired
W Staff Cost

Setup Staff Staff HName (Enn) Staff Hame — U BES Employer's
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Staff Master ! :

% %
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Prepare Payroll
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Report [ Delete P Fund Youcher ][ Printll[ P Fund ¥Youcher Preview ]I Print Cheque ]
CAR .
Sales & Stock
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|Previess and Print Provident Fund Youcher |

Report Management

Data Management
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B - Print Provident Fund Voucher

Bookmarks

Thumbnails

Signatures

=8| x|

DIEEIECE

» oM 11B8x826In 0O = HH

J ress :Ej http: /192, 168.6.151 [ispjrpt/viewPreviewFile, isprtype=R&fileMarme=Ffrmp/ 19026 IRAC cl 1epa CVICEW Pasc (30
. — )
J gmBack - = - ) ot | ‘Qsearch [GFavorites  GlMedia o4 | - & DF T C POpP Up »
] # S EOE|E| K 4 > b€ 3|2k FITEIE S
J "‘?'Q'I‘E* s e ough loca
D S 4
- L - FRIMARY SCHOOL [AM) (TYEE e
PFROVIDEMT FUHD VOUCHER (UM
LINE ACCTINT LEVEL/S e FROGEAMME
E [ ) ACCOUNT  HAME SESSION DEELT CREDIT PARTICULARS CoDE FROGEAMEE MWAME
5 &
TN Vaucher Mo PENCS 2005014 (UINPOSTED) Voecher Particulas ; test
st tdmin Programe
[=2] tdmin Programe
- [ =2 |
HEBC Trusies
-

|:E_1 Done

| |4 Internet



B - Print Provident Fund Voucher
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Generate Autopay File

Open Payroll Capture Staff for Maintain Staff Payroll Validate Payroll Entries
Month R Payroll
- Select staff entitled for - Edit payroll amount, provident fund
payroll in the month. contribution amount, etc.

v

Generate Validate Payroll Freeze Payroll Generate
Payroll Voucher Voucher Voucher Provident Fund
Voucher

A 4

- Check report R-FSC001-E.

\ 4 Generate

A 4

Validate Provident Fund A.Print Payroll Voucher Autopay
Voucher B.Print Provident Fund File
- Check report R-FSC001-E. Voucher

Print / Issue Cheque

A 4

A. Payroll

B. Provident Fund
Contribution

A\ 4

A.Post Payroll Voucher Close Payroll
Month

B.Post Provident Fund
Voucher




Generate Autopay

« To generate autopay file for a specified bank if “Autopay” payment
method is selected in the payroll voucher.

e Pre-requisites:

e Payroll vouchers must have been generated but have not been
posted.

e Schools must have subscribed to the bank autopay service of any of
these three banks:
1. Hong Kong and Shanghai Banking Corporation
2. Hang Seng Bank
3. Bank of East Asia

» Relevant autopay setting must has been properly set in Autopay
Setup.

» Relevant bank ledger must be tied to an appropriate bank autopay
format (Please refer to Common Setup - COA Maintenance - Bank
Information).
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[S-FSC14-01] FMP > Staff Cost = Payroll = Prepare Paytoll

Generate Autopay File

HKAT

HKEAA Hr=unrz Mndrull Payroll ¥oucher Fund ¥Youcher Youcher Posting Youcher
* FMP Payroll Morth ik I 04 -
Common Setup

Hayroll Month
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Bookkeeping
W Staff Cost Staff Name Staff Name Het Payment Payroll Period Paymment
Setup H (Eni) (Chi) $ (DDA - Method
DDMMAYYY)
Staff Master [ |Teaching Staf *
r Ml (WoolSiuMing  |#H4MBH 1767500 OLOSE00E - 30052004 m - Witheont
Tax Return | HCS3  |LeeSinMing = ~EH 17.587.80 | OLOS2004 - 304082004 Erhmaﬁc_% - Withot
Enguiny
Report [ Add staff || Delete staff |

CAR
Sales & Stock

Data Management

Timetahling

Code Management
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B S ® | =

Generate Autopay File

Current School Year: 2001 16 September 2003 15:24
* FMP [S-FSC16-02] FMP > Staff Cost > Payroll > Payroll Voucher
Common Setup
Budgeting : : pucher Youcher Posting ¥oucher Enquiry  Payroll Month

Bookkeeping

' Staff Cost =l |
Setup

Staff Master

P Fund Regist

Tax Return

Enquiry S Step 2. Select Payroll Month.

Report
CAR Step 3. Select “Autopay” as 1 Tanitor Staff 1900000 | Feview

Sales & Stock BERS Payment Method.

d Janttor Staff 12,000,000 | Review

d Jandtor Staff 12,000,00 | Eeview

Step 4. Select Payroll Voucher 1 Tanitor Staff 20,0000 | Review
Generated hyperlink.

Mote 1: Sy
Ei".
Data Management Maote 2 T g payroll voucher must be in Freeze status,

Timetabling m ¢ Payroll Youcher ] [ Unfreeze Payroll Youcher ][ Print ]
Code Management [ Payroll Youcher Preview [ Generate &|Generate and ?ave the Autopay File for the F'a';.:'rnlll

D print report "Payroll Yalidation Report (R-F=C001 -

Security
E-Mail

Customization




B S EH B | =

Current School Year: 2001 16 September 2003 15:24

Generate Autopay File

© FMP [S-FSC16-02] FMP > Staff Cost > Payrci = Sayrell vouchis
Common Setup

Budgeting Prepare Payroll | Moiroll oiieiize | P Fund Youcher Youcher Posting Youcher Enguiry  Payroll Month
Bookkeeping Payroll Month (ko) 09/2004

v Staff Cost Payment Method | Autopay |

Setup
Staff Master

Payroll Youcher Generated

Staff HName {(Enn) Staff Hame Staff Type Het Pa;nnent Youcher
(Chi) Status

P Fund Regist
Tax Return PRHCS200409B (30/09:2004)
Enquiry | NS4 [Lam Sin Ming N : -
Report — Step 5. Select a voucher.
CAR m .l.ll:".l.u S].U. M]J'.I.g E"JJ\‘H,E
Sales & Stock NCSE  |Chow Siu Ming FEl<JnEE Step 6. Click [Generate Autopay
_— File] button.
MCS87  |Ho Sio Ming {a] <[~ BH

Mate 1: Select one or more payroll voucher(s) and then press "Pri
=
Data Management Raote 2 To generate provident fund woucher, the correzponding payroll voucher must be in Freeze status,

PRor (R-FSC001-

Timetabling [ Delete Payroll Youcher ] gucher | Unfreeze Payroll ¥Youcher ][ Print ]

Code Management [ Payroll Youcher Preuiewl] [ Generate &|Generate and ?a'le the Autopay File for the F'a';.:'rnlll

Security
E-Mail

Customization




Generate Autopay File _: x| The system will prompt the users to
| save the autopay file.
@ Taou are downloading the file:

. ucherNo=PR 200309054isE xpart=Y from 192, 166.6.151 Step 7. Save the autopay file into
users’ computer.

Wiould you like to open the file or zave it to pour computer’?

Save | I Cancel tare Info

v Always ask before opening this type of file

21
Save jn: I @ Deskiop j
" My Documents
L5 vy Computer
{5 My Metwork Places
L UAT test
) isp@DEY
] ispE@IBOSS
by Diocuments
My Camputer
i =
t-l:l—u: File narme: I Save

My Netwark F...

L L

Save as lype: I.J‘-‘-.F'E Docurnent - Cancel




Generate Autopay File

« The autopay file is generated and the payroll data of staff is captured in
the file.

e Post Actions:

1. Import the generated autopay file to the programme provided by
the bank.

e« HSBC MRI
e Hang Seng Bank MRI
« Bank of East Asia MAS (Payroll)

2. Check whether all payroll entries shown in the programme provided
by the bank are complete and correct.

3. Change the payment date in the programme if necessary. By default,
the payment date is the same as the voucher date specified in the
voucher.
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Generate Autopay File

4. Hash / scramble and encrypt the payroll data with the programme
provided by bank.

5. Generate the bank accepted data file from the bank’s programme.
6. Fill in direct payment submission form.

7. Submit the voucher printout, the “Autopay Report (R-FSC002-E)”
together with the data file generated from the bank’s programme
and the direct payment submission form to supervisor / Principal
for endorsement.

8. Submit the data file generated from the bank’s programme and the
direct payment submission form to the bank in person / through e-
banking service.
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Print / Issue Cheque

Open Payroll Capture Staff for Maintain Staff Payroll Validate Payroll Entries
Month R Payroll
- Select staff entitled for - Edit payroll amount, provident fund
payroll in the month. contribution amount, etc.

v

Generate Validate Payroll Freeze Payroll Generate
Payroll Voucher Voucher Voucher Provident Fund
Voucher

A 4

- Check report R-FSC001-E.

v Generate
Validate Provident Fund A.Print Payroll Voucher Autopay File

Voucher . .
B.Print Provident Fund
- Check report R-FSC001-E. Voucher

A 4

Print / Issue Cheque
A. Payroll

B. Provident Fund
Contribution

A 4

A\ 4

A.Post Payroll Voucher Close Payroll
Month

B.Post Provident Fund
Voucher




Print / Issue Cheque

e To print a specified bank cheque from the system if "Cheque - With
Printing” payment method is selected in the payroll voucher / provident
fund voucher (ORSO Scheme / Mandatory Provident Fund Scheme).

« To issue a specified bank cheque by handwriting and input the payment
information to the system if "Cheque - Without Printing” payment
method is set in the payroll voucher / provident fund voucher (ORSO
Scheme / Mandatory Provident Fund Scheme).

e Pre-requisites:

« Payroll vouchers / provident fund vouchers must have been
generated but have not been posted.

e If payment method “Cheque - With Printing” is selected, relevant
bank ledger code has been tied to appropriate bank cheque format
and set to use ‘cheque printing’ in Common Setup Module (refer to
Common Setup - COA Maintenance - Bank Information).



Time: 10/09/2003 1938 Logout | Help | PERAE

A - Print Cheque (Payroll Voucher) rIJI Step 1. Click [Payroll

Voucher] tab.

cDs
HKAT

[S-FSC14-01] FMP > Staff Cost = Payroll = Prepare Paytoll

HKEAA Hr=unrz Mndrull Payroll ¥oucher Fund ¥Youcher Youcher Posting Youcher
* FMP Payroll Morth ik I 04 -
Common Setup

Hayroll Month

Budgeting S taff List Payroll kems Provident Fund Beimbursement
Bookkeeping
' Staff Cost Staff Hame Staff Hame Het Payment Payroll Period Paymment
St (Eni) (Chi) $ (DDA - Method
etup DDMMAYYY)
Staff Master [ |Teaching Staf *
. r Ml (WoolSiuMing  |#H4MBH 1767500 QLS00 - 3040542004 Chemque - Withont
P Fund Regist Printing
Tax Return | HCS3  |LeeSinMing = ~EH 17.587.80 | OLOS2004 - 304082004 grhmaque - Withot
Enguiny fing
Report [ Add staff || Delete staff |

CAR
Sales & Stock

Data Management

Timetahling

Code Management




A - Print Cheque (Payroll Voucher)

ant School Year: 2001 16 September 2003 15:24

* FMP [S-FSC16-02] FMP > Staff Cost > Payroll > Payroll Voucher

Common Setup

Budgeting

Bookkeeping

pucher Youcher Posting ¥Youcher Enguiry Payroll Month

09r2004 =

= Staff Cost

Autopay

M

Setup
Staff Master

Payroll Youcher Generated

Staff Staff HName {(Enn) Staff Hame Staff Type Het Pa;nnent Youcher
Code . (Chi) Status

P Fund Regist
Tax Return PRHCS 2004098 (30/09:2004)
Enquiry Bl Step 2. Select Payroll Month.

Report
CAR
Sales & Stock |

Ep.
Data Management Mote 20 Td

Step 3. Select “Cheque - With
Printing” as Payment Method.

Step 4. Click [Payroll Voucher

d Janttor Staff 12,000,000 | Review

d Janttor stadf 12,000,00 | Eeview

d Jandtor Staff 12,000,00 | Eeview

d Janttor Staff 2000000 | Eenew

D print report "Payroll Yalidation Report (R-F=C001 -

orresponding payroll voucher must be in Freeze status.

Timetahling

Freeze Payroll Youcher ] [ Unfreeze Payroll Youcher ][ Print ]

Code Management

[ Payroll Youcher Preview ] [ Generate A|Generate and Save the Autopay File for the F'a';.:'rnlll

Security
E-Mail

Customization




A - Print

Home

Staff Deployment
Staff
* FMP
Common Setup

Budgeting

Bookkeeping
w Staft Cost
Setup
Staff Master

P Fund Register
Tax Return
Enguiny
Report
CAR
Sales & Stock
Daity Coll. Summa
Hon-Recurrent Gra

Report Management

Data Management

Customization

¢ Login Time: 16/09/2003 15:1¢ Louout | Help | PEEE

Ch eq u e (Payro I I VO u C h er) e e e H
ant School ‘f’ear 2002 16 September 2003 15:30

[S-FSC16-03] FMP > Staff Cos! = Poprali = Poyrodl Yooeler

Prepare Payroll | M:iyrellduiisfizs | P Fund ¥Youcher WYoucher Posting ¥oucher Enquiry  Payroll Month
Payroll Month (hkiso™y) 0152003 -

Payment Method | chegue - with Printing x|

Payroll Youcher Generated

31OLA003
3101003 sl [LEETAI

Mate 1: Select one or more payroll voucher(s) and then press "Pri

Ey" Step 6. Click [Print Cheque] button.

Mate 2 To generate proavident fund woucher, the corresponding pg

[ Delete Payroll Youcher ]i'I'I'EE'}_'E'I"uTI'H'I'I"uuch
| |

[ Payroll ¥oucher Preuiewl][ Print Cheque ]

The system will redirect to the
Cheque Printing screen.

Print Cheque for Selecked




Login Time: 16/09/2003 15:16 Logout | Help | P HEE

A - Print Cheque (Payroll Voucher) |

Home Cheque Printing

nt School Year: 2002 16 September 2003 15:33

Staff Deployiment Accounting "I'H&I‘(‘n'“:"'-""n"!‘f‘s“f‘fj rﬁﬁﬁjﬁ:ﬂ SteP 7. Fill in the

next Cheque Number

Staff Bank Ledger Code |.;35|m1 vl .
to be printed.

* FMP Bank Code HSEBC
»  Common Setup Bank Name Hong Kong & Shanghai Bank

> Budpgeting ATt N i O0M038040382001

»  Bookkeepin
g Chegque Format ID HEBA0001
© Staff Cost

Satup Cheqgue Number Wlm
Staff Master s PP RO o000 To T 10/01-00009 ¥
 Ppayroll Print Cheque Status | ALL ﬂ

P Fund Register =" IT LS

Tax Return

Enguiry

Report
CAR
Sales & Stock
Daiky Coll. Summa
Non-Recurrent Gra

Youchers to be Paid

Gross .
Youcher Date Amount Payee's Youcher

(DDRARA™Y Y § Name - Particulars Status

Data Management Maote 1: & cheque is allowed to print for 3 times only.
Customization Mote 2 Hprint Cheque |9 can be ‘Reverse' back to "Cheque - Without Printing”. Once selected, no further change is allowed.

[ Print ][ Confirm ][ Reverse | [ <JBack |

S

-
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Step 8. Select the
voucher by clicking the
hegue (Pavrojlaueh checkbox next to the
| 20022003 Voucher No. Only one
voucher can be selected
for cheque printing at a
time.

Home Cheque Printing
Staff Deployanment Accounting YEE‘I‘(":"":""-""-"H‘;“;"Y]

Staff Bank Ledger Code |.;35|m1 -I
* FMP Bank Code HSEC

Common Setup Bank Name Hong Kong & Shanghai Bank
Budgeting Bank Account Number OO4033040382001
Cheque Format ID HSBOA001

Bookkeeping

¢ ‘Staff Cost
Satup Cheque Number |m1m

Staff Master [ el | PR03/01-00009 ] T, | PRO301-00009 =
“Panc Print Cheque Status |g|_|_ ﬂ

P Fund Register l=-T Y IIT )
Tax Return

Enguiry

Report
CAR
Sales & Stock
Daiky Coll. Summa
Non-Recurrent Gra

Youchers to be Paid

Gross

M nmuunt

Youcher
Particulars

Report Management

] 31012003 | 1?5mm TH.I |m |3m1 """ | Mew
e 1. & chegque is allovwed to print for 3 times only.
Customization Mote 2 Hprint Cheque |9 can be ‘Reverse' back to "Cheque - Without Printing”. Once selected, no further change is allowed.

Data Management

[ Print ][ Confirm ][ Reverse ]@Ba:h]




Home
Staff Deployment
Staff
+ FMP
Common Setup

Budgeting

Bookkeeping
v Staff Cost
Setup

Staff Master

P Fund Register
Tax Return
Enguiry
Report
CAR
Sales & Stock
Daiky Coll. Summa
Non-Recurrent Gra
Report Management

Data Management

Customization

Cheque Printing

Accounting ‘rear(wwrwwj r;fﬁuhﬁﬁﬁi E] o own date by changing
Bank Ledger Code [G65001 =] the Cheque Date field.

Bank Code HSBC Validation will be

Bank Name Hong Kong & Shanghai Bank performed for checking

O04038040382001 the Cheque Date.

Bank Account Number
Chegque Format ID HEBA0001

Cheque Number |m1m

Voucher No. | PRO3/01-00008 *| T, | PRO3/01-00008 ~|
Print Cheque Status [ALL [~

Date. User can set his

@Seauh]@nﬂﬂ l

Vouchers to be Paid

Gross
Youcher Date Amount Youcher

(DDRARA™Y Y § Particulars

(o200

Maote 1: & cheque is allowed to print for 3 times only.
Mote 2 Hprint Cheque |9 can be ‘Reverse' back to "Cheque - Without Printing”. Once selected, no further change is allowed.

[ Print ] [ Confirm J[ Reverse J mBa:hJ




A - Print Cheque (Payroll Voucher) |

Home

Staft Deplomyanent
Staff
~ FMP
»  Common Setup
»  Budopeting
* Bookkeeping
" Staff Cost
Setup
Staff Master
~ Payroll
P Fund Register
Tax Return
Enguiny
Report
CAR
Sales & Stock
Daity Coll. Summa
Non-Recurrent Gra
Report Management
Data Manapement

Customization

Login Time: 16/09/2003 15:16 Logout | Help | P HEE

nt School Year: 2002 16 September 2003 15:33

Chegque Printing o e ooy APl TV el . .
Accounting Year (YY) | 200212003 =] EE?CIEOLO£§ l|]3Crli(n’Echteh ([eP rint]

Bank Ledger Code | vl
G300 selected cheque.
Bank Code HSBC

Bank Name Hong Fong & Shanghal Bank
Bank Account Number OO4033040382001
Cheque Format ID HSB20001

Cheque Number Wlm
Voucher No. | PRO3/01-00008 *| T, | PRO3/01-00008 ~|
Print Cheque Status |ALL |

@.Sumh I[ﬁmﬂtt]

Youchers to be Paid

g —————

Gross .
VoucherDate | , . | Payee's Voucher Status

(DDA Y $ Name - Particulars

PRDS;EJI 31012003 17,500, IIIJ TM fest =
Woncher

Mote 1: A chegue is allowed to print for 3 times anly.
it Cheque [d can be ‘Reverse’ back to "Cheque - Without Frinting”. Once selected, no further change is allowed.

[ Print ]| Confirm | Reverse | [ <JBack |

L]

-
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A - Print Cheque (Payroll Voucher) A cheg out template
J.ﬁ.ddress ;E:lhttp:,l',l'lEIE.1E-B.E-.151IjSp,frpt,fviewPreviewFile.]'5|:|?tvpe=R&fi|eName=,l'Fmp,l'24DD1 : (0
J gmBack - = - ) ot | ‘Qsearch [GFavorites  GlMedia o4 | 2 S N ; e fo »
Sz o -8 & BOB|E|[ 14 « » b« || o2 RO : e printe
e - -8B 7 L@ e e cheque fro
C U DLALE
4

0

=

=

E

=

=]

=)

&

P 31/01/2020

£

= CHAN TAI MAN

=

=

Seventeen Thousand Five Hundred Cnly | 750000

i

&

=)

(]

_________ @) 1 4] 10f1 » M EB2Ex1168In | O w4 3
|:E:| Done || |4 Internet



A - Print Cheque (Payroll Voucher) : i g

[T . bk ncsifstHF Laser)et 8150 PCL 6 Eropeiizs |
Statuz:  Heady ™ Eeverse pages
Type: HF Lazer et 8150 PCL & ™ Print az image
Where:  |IP_192.168.6.231 [~ Print ta file
— Print Range — Copiez and Adjustments
Al £ Selected pages/graphic Mumnber of copies: 1 -
" Cument page v _Collats
" Pages fram: I'I b I'I [ Shiink oversized pages to paper size
Prink: IEven and 0dd Pages j [~ Ezpand zmall pages to paper size
[~ Auto-rotate and center pages
v Comments

— FostSenpt Options Presview —B.25—
The system pops up the Print Page.
11 B3
Step 12. Do not check the three
checkboxes in the Print Page for e

page layout adjustment.

rits: Inches Zoom; 100.0%

Printing T 1ps aFk. I Cancel




in Time: 16/08/4003 15:16 Logout | Help | PERAE

Step 13. If the cheque printed out

Home Cheque Printing

. is okay, users may click [Confirm
Staff Deployment Accounting Year ™™™ M) Igung;gugg TI Y ) y [ ]
Sttt T p— |__, button to confirm that the
1 Ga001 - .
selected voucher is “Successfully

v FMP Bank Code HsBC

Common Setup Bank Name Hong Eong & Shang
Budgeting

Printed”.

Bank Account Humber QR R 03 R2001

Bookkeeping
A Chegue Format ID HEBC000]

= Staff Cost
Setup Chegque Number |Dmmmg

S Voucher No. | PRO3101-00009 > T |PRO3/01-00009 |
Print Cheque Status | ALL j

AITGGENEES (B search | [ [ Reset |
Tax Return

Enguiny

Report
CAR
Sales & Stock
Daity Coll. Summa

Non-Recurremnt Gra

Youchers to be Paid

Youcher Date n?;zzﬁt Pavee's Youcher Cheque
(DDAMMAYYY) - § Hame - Particulars Humber
|F PEO301- 31012003 1’?,503.DD|MCH£?JN TAl  |test |31 A1 00 P‘rmta:l |m103

Mate 1: & chegue is allowwed to print far 3 times anly.
Custornization Mote 2 P'Wﬁnﬁrm Cheque Successfully Printed r\.thhn:uut Prirting". Once selected, no further change iz allowed.
[ Print II[ Confirm ]I Reverse ] [ < Back ]

Report Management

Data Management




Home Cheque Printing Step 14. User may Clle [Reverse]
Staff Deployment Accounting Year( v vy ) el button to reverse the payment
Staff Bank Ledger Code Im method to “Cheque - Without

v FMP Bank Code HSBC Printing”, if necessary.

Common Setup Bank Name Hong Eong & Shang
Budgeting

Bank Account Humber QR R 03 R2001

Bookkeeping
A Chegue Format ID HEBC000]

' Staff Cost

Chegque Number |Dmmmg

Setup
S Voucher No. | PRO3101-00009 > T |PRO3/01-00009 |

Print Cheque Status | ALL j

AITGGENEES (B search | [ [ Reset |
Tax Return

Enguiny

Report
CAR
Sales & Stock
Daity Coll. Summa

Non-Recurremnt Gra

Youchers to be Paid

Youcher Date n?;zzﬁt Pavee's Youcher Cheque
(DDAMMAYYY) - § Hame - Particulars Humber
|F PEO301- 31012003 1’?,503.DD|MCH£?JN TAl  |test |31 A1 00 P‘rmta:l |m103

Mate 1: & chegue is allowwed to print far 3 times anly.

Report Management

Data Management
Customization Mote 2 Payment ’“Eth':'dlﬂm“qﬂverge to Cheque Withaut Printing rg". Once selected, no further change is allowed.
[ Reverse

[ Print || Confirm

Q:] Back ]




Home Cheque Printing ;i
Staff Deployment Accounting Year v vy [z00212003 =] E;ec[l)( 12.P(;l;$(lgl|l:li/aocukc]h|2l:tton to go

Staff Bank Ledger Code [55001 7] Generated page
= FMP Bank Code HSBC .

Common Setup Bank Name Hong Eong & Shanghai Bank

Budgeting Bank Account Number (4030403 82001

Bookkeeping
A Chegue Format ID HEBC000]
' Staff Cost

Chegque Number |Dmmmg

Setup
S Voucher No. | PRO3101-00009 > T |PRO3/01-00009 |

Print Cheque Status | ALL j

AITGGENEES (B search | [ [ Reset |
Tax Return

Enguiny

Report
CAR
Sales & Stock
Daity Coll. Summa

Non-Recurremnt Gra

Youchers to be Paid

Youcher Date n?;zzﬁt Pavee's Youcher Cheque
(DDAMMAYYY) - § Hame - Particulars Humber
|F PEO301- 31012003 1’?,503.DD|MCH£?JN TAl  |test |31 A1 00 P‘rmta:l |m103

Mate 1: & chegue is allowwed to print far 3 times anly.

Report Management

Data Management
Custormization Maote 2 Payment method can be 'Hev ue wWithaut Printing rg". Once gelected, no further chande is allowed.

[ Print ][ Eunfln‘n [Reuersel ":\]Back I




=8| x|

A - Issue Maunal Cheque (Payroll Voucher)

J A Back « = - @ ot | @Snaarl:h (%] Favorites @Media @ | %* = M= . Eﬂ" Ei'

J-ﬁ-ddress Iﬂj http:/f192,1658.6,151 fispfindex. jsp ""'I o

er: jennifer Login Time: 04/10/2003 15:45 Logout 1 Help | P

Current School Year: 2002 4 October 2003 15:45
Attendance [5-FSC16-04] FMP > Staff Cost = Payroll > Payroll Voucher
Student Activities
Award & Punishme Prepare Payroll | Hzipree ' p P Fund Youcher ¥Youcher Posting Youcher Enquiry Payroll Month
Assessment Payroll Month (hihdneey™y) Oonng =
Special Assessme IPayment Method Cheque - Without Printing j I
Staff Deployament

Staff
CDS
HKAT
HKEAA

«w FMP

+  Common Setup

Youchi

payee’s name) to the system.

» Budgeting EY". _ Method.
Mote 2 To generate provident

» Bookkeeping
W Staff Cost
Setup
Staff Master

B

[ Delete Payroll Youche

[ Pavroll ¥oucher Previ

Damnll Ainnirhar Geanaratad

Step 2. Click [Voucher No.] hyperlink.

After the cheque is manually issued, user has to
{DD/MR update the bank ledger information (cheque number,

T ————— StepD 1. Select “Cheque - Without Printing” as Payment

The system will redirect to Voucher Maintenance page.

@ Internet




A - Issue Maunal Cheque (Payroll Voucher) |_

School Year: 2001 23 September 2003 12:58
Award & Punishme!is i
[S-FEK01-03] FMP > Bookkeeping >~ Payment Youcher
Assessment
Special Assessme .
Update Youcher Details

Staff Deployment

Accounting Month bty Efaee
Staff
a T Step 3. Click [Bank
CDS Ledger
Voucher No. . c
HISAT YVoucher Date (DDA lnforrpatlon .
HKEAA Voucher Particulars (Credit)] hyperlink.
= FMP Gross Credit Amount
YVoucher Status

Common Setup

Budgeting

Bookkeeping

W Staff Cost A[:[:uunting Line Information {Debit) Bank Ledger Information Credit
Setup

Staff Master $ Check
. Prirnaryitd WEFMF - &drmnin Frograrme  [S101001002 - Teaching Staff 1757500
walares excl B, C::-nmbuﬂcms

P Fund Regist |Eludget Check: S - Sutficient fund; | - Insufficisnt fund, Mis - Mot applicable
Tax Return

< Bottom

~Top

Enguiny
Report Preview & Print ] [ <:| Back ]

CAR
Sales & Stock
Daihy Coll. Sumn

Hon-Recurrent {




A - Issue Maunal Cheque (Payroll Voucher) |_

School Year: 2001 23 September 2003 12:59

Award & Punishme

[S-FEK0M-04] FMP > Bookkeeoins » Paynent vaucler

Assessment

Special Assessme

Update Youcher Deta™ oy
Staff Deployment AcCauting ManthIvry Step 4. Fill in Payee’s Name,
Staff Cheque No. and Bank
Vioucher Type .
CDS Particulars.
Voucher No.
HIAT Voucher Date (DDA .
HKEAA Youcher Particulars Step 5. Click [Save Voucher]
+ FMP Gross Credit Amount button.
Voucher Status

Common Setup

Budgeting

Bookkeeping

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

= Staff Cost Bank Ledger Code A0 - Bank - Govemnmment Fond
Setup Payment Method Cheque - Without Printing

Staff Master : —
Payee’s Name |W-::-:' win Ming Required for "Chegue - With Printing"

Cheque No. (1122334425 Leave Blank for "Chegue - With Printing”

Rl Lo

P Fund Regist

Tax Return

[(Default =ame as VYoucher Particulars)

Encuiny

Report Mote 1: Payes's Mame iz reguired for "Chegue - With Printing”. This iz optional for "Chegue - Without Printing”.
CAR bttty ] D2 [27E Bl2Nk for "Checue - With Printing”. This iz optional for "Chegue - Without Prirting”.

Sales & Stock [ save Youcher ][I Preview & Print | [ <JBack |
Daihy Coll. Sumn I

Hon-Recurrent {




Time: 10/09/2003 1938 Logout | Help | PERAE

B - Print Cheque (Provident Fund Voucher) |, o veor 2001 B RIRel M AT

cDS = Voucher] tab.

HKAT

HKEARA
v FMP

Common Setup

Hayroll Month

Budgeting Payroll kems Provident Fund Beimbursement
Bookkeeping
' Staff Cost i Staff Hame Staff Hame Het Payment Payroll Period Paymment
Set (Chi) $ {DDRAMA™YY - Method
etup DDMMAYYY)
Staff Master [ |Teaching Staf *
. r Ml (WoolSiuMing  |#H4MBH 1767500 QLS00 - 3040542004 Chemque - Withont
P Fund Regist Printing
Tax Return | HCS3  |LeeSinMing = ~EH 17.587.80 | OLOS2004 - 304082004 grhmaque - Withot
Enguiny fing
Report [ Add staff || Delete staff |

CAR
Sales & Stock

Data Management

Timetahling

Code Management




gin Time: 11/09/2003 10:14 Logout | Help | SRREE

B - Print Cheque (PrOVident Fund VOUCher) chool Year: 2001 11 September 2003 13:01

Home

. EMP [S-FSC16-07] FMP > Staff Cost = Payroll = Provident Fund Youcher

»  Common Setup

a D e = = Youcher Posting ¥Youcher Enguiry Payroll Month

Payroll Month (hbdssyy)

»  Budgeting

* Bookkeeping

W Staff Cost
Setup Provident Fund Youcher Generated
Staff Master

Staff Name Staff Employee’s Emplover's |Corresponding| Generate P Fund
Hame Contribution Contribution Payroll Youcher
{Chi) L % Voucher

Tax Return Status

P Fund Register

Enguiry [ |Teaching Staff *
e P | BGSL [WooSMing [ZEH | o0 ggjm‘ P ||HEE1uired |

CAR —
Lee Siu M a _ =
Sales & Stock 2 M NSRINE Step 2. Select Payroll Month. [Reguired ]

Daily Coll. Summa Mate: To generate provident fund vouc
[Generate P Fund "l'eucher]

Hon-Recurremnt Gra

Step 3. Select Fund Scheme (either
ORSO Scheme or Mandatory
Provident Fund Scheme).

Report Management

Customization

Step 4. Click [Provident Fund

Voucher Generated] hyperlink.




gin Time: 16/09/2003 15:15 Logout | Help | SPREEE

=]

E Step 5. Select a voucher.

B - Print Cheque (Provident Fund Voucher)

Home

[S-FSC16-10] FMP > Staff Cost = Payroll = Provident Fund Youch
Staff Deployment

Staff

Step 6. Click [Print Cheque] button.

Prepare Payroll Payroll ¥oucher | 2R Yeileiiz= | Youd

* FMP Payroll Month (M7 7v'Y) 0112003 8 The system will redirect to the
> Common Setup  [EESRIEaR— TEm— Cheque Printing screen.

» Budgeting

» Bookkeeping Provident Fund VYoucher Not Generated / ot Reguired o _ -—ucner Generated
W Staff Cost
Setup Staff HName (Enn) Staff Hame Staff Type Employee’s Employer's
Chi Contribution Contribution
Staff Master (Chi § g
v PEHCS200301A (31.:01,2003) Cheque - With Printing
P Fund Register : -
. 0 SAMFLE USER Clerical and Janitor Staff 1,000,000 1,000,00
Tax Return *
Enquiny Mate: Select ane or maore payroll voucher(z) and then press "Print” button to prindfrepd ayrallvaldstign Report (R-FSC001-E)".
Report [ Delete P Fund Youcher ][ Print ][ P Fund ¥Youcher Preuiewl][ Print Cheque ]
|

CAR
Sales & Stock
Daiby Coll. Summa

Mon-Recurrent Gra

[Print cheque For Selected Provident Fund voucher |

Report Management

Data Management

Customization




gin Time: 16/09/2003 15:16 Logout | Help | IR

B - Print Cheque (Provident Fund Voucher) |, . 200

Home Cheque Printing
Staff Deployment Accounting Year ™ ) I 00252003 'I

16 September 2003 15:52

Step 7. Fill in the
next Cheque Number

Starr Bank Ledger Code | GS001 -—I .
: to be printed.
v FMP Bank Code H:BC

Common Setup Bank Name Heng Eong 8 Shanghai Bank

Bank Account Number 03 E0405 32001
Cheyue Format ID HEBO00]

Budgeting
BookKkeeping

= Staff Cost
Setup Chegue Number |r;m:|:mmg

Staff Master it [PPSO T T PN 52003014 ¥ |

. Print Cheque Status | ALL j

P Fund Register [E. search | [ [ Reset |
Tax Return

Enquiny

Report
CAR
Sales & Stock
Daiby Coll. Summa

Mon-Recurrent Gra

Youchers to be Paid

Gross
VYoucher Date Pavee's Youcher Cheque
BRTIEHERHIT (DDMMAYYY) - .n.m;unt Hame -~ Particulars -H Humber
PEMCS2003014 ) 314002006 2000 HSBC fest = Mew
o I R N e A

Mate 1: 2 chegue is allowwed to print far 3 times anly.

Report Management

Data Management
Customization Miote 20 FPrink Cheque [ can be ‘Reverse' back to "Cheague - Without Printing”. Once selected, no further change is allovwed.

[ Print ][ Confirm ][ Reverse ] [ <] Back ]




gin Time: 16707/ 498 i = TS
Step 8. Select the

[:nnear: 200 o1
_ voucher by clicking the
Home Cheque Printing

. checkbox next to the
Staff Deployment Accounting Year ™ ) IEDDEIEDDH 'I
Voucher No. Only one

Staff Bank Ledger Code |(35|;||;|1 -—I
voucher can be selected

v FMP Bank Code HiBC G
_ for cheque printing at a
SUUULIE U Bank Name Heng Keng & Shanghal Bank time

Budgeting Bank Account Number 03 E0405 32001
Chedgue Format ID HEBO00]

B - Print Cheque (Provident Fund Voucher)

BookKkeeping

= Staff Cost
Setup Chegue Number |r;m:|:mmg

Staff Master Voucher No. |PFuCS2003014 > T |PFNCS2003014 7]
. Print Cheque Status | ALL j

P Fund Register [E. search | [ [ Reset |
Tax Return

Enquiny

Report
CAR
Sales & Stock
Daiby Coll. Summa

Mon-Recurrent Gra

Youchers to be Paid

Gross
VYoucher Date Pavee's Youcher Cheque
Youcher Ho. - (DDMMAYYY) - .n.m;unt Hame ~ Particulars Mumher
FERCSA0E01A) 31012003 2000 HEBC test Mew
|F ’—’7’5’— [FT0LA003 ’T] ’7

qote 10 A chegue is allovwed to print far 3 times anly.

Report Management

Data Management
Customization Miote 20 FPrink Cheque [ can be ‘Reverse' back to "Cheague - Without Printing”. Once selected, no further change is allovwed.

[ Print ][ Confirm ][ Reverse ] [ <] Back ]




_ _ ! . Step 9. Cheque Date will
B - Print Cheque (Provident Fund Voucher) |, . ive,. iRt Nt bR T s
Home Cheque Printing Date. User can set his
Staff Deployment Accounting Year(y Y vyvy) [z00272003 =] own date by changing
Staff Bank Ledger Code [a5001 =] the Cheque Date field.
v FMP Bank Code HSEBC Validation will be
Common Setup  [JFTRRTROI. Hong Keng £ Shanghai Bank performed for checking
Budgeting OOAOEE0A03 82001 the Cheque Date.

Bank Account Humber

Bookkeeping
P Chegue Format ID HEB 001

= Staff Cost
Setup Chegue Number |r;m:|:mmg

Staff Master Voucher No. |PFuCS2003014 > T |PFNCS2003014 7]
. Print Cheque Status | ALL j

P Fund Register [E. search | [ [ Reset |
Tax Return

Enquiny

Report
CAR
Sales & Stock
Daiby Coll. Summa

Mon-Recurrent Gra

Youchers to be Paid

Gross
Youcher Date RO Pavee's Youcher

(DDMMAYYY) - ; Hame ~ Particulars

PRNCS2003014| 31012003 | 2,000.00[HSEC
|F | | b 31012000 :

Mate 1: 2 chegue is allowwed to print far 3 times anly. . .

Status

Youcher No. -

Report Management

Data Management
Customization Miote 20 FPrink Cheque [ can be ‘Reverse' back to "Cheague - Without Printing”. Once selected, no further change is allovwed.

[ Print ][ Confirm ][ Reverse ] [ <] Back ]




gin Time: 16/09/2003 15:16 Logout | Help | IR

B - Print Cheque (Provident Fund Voucher) |, . 200

Home Cheque Printing
Staff Deployment Accounting Year ™ ) I 00252003 'I

16 September 2003 15:52

Step 10. Click the [Print]
button to print the

Staff Bank Ledger Code | GENNT -—I
_ selected cheque.
v FMP Bank Code H:BC

Common Setup Bank Name Heng Eong 8 Shanghai Bank

Budgeting

Bank Account Number D003 80405 82001
Bookkeepi
SORREERINS Cheque Format ID HEBO00]
W Staff Cost
Setup Chegue Number |C0IIICIIDQ
Staff Master Voucher No. |PFuCS2003014 > T |PFNCS2003014 7]
. Print Cheque Status | ALL j

P Fund Register [E. search | [ [ Reset |
Tax Return

Enquiny

Report
CAR
Sales & Stock
Daiby Coll. Summa

Mon-Recurrent Gra

Youchers to be Paid

Gross
VYoucher Date Pavee's Youcher Cheque
Youcher Ho. - (DDMMAYYY) - .n.m;unt Hame ~ Particulars -H Humber
FEMCRZ200301 4 314012003 2000 HEBC test == MNew
F’—’—’i’E’— [FT0LA003 ’T]

Mate 1: 2 chegue is allowwed to print far 3 times anly.

Customization : int Cheque [ can be ‘Reverse' back to "Chegue - Without Printing”. Once selected, no further change iz allowed.
[ Print ][ Confirm ][ Reverse ] [ <] Back ]

Report Management

Data Management




B - Print Cheque (Provident Fund Voucher) A cheq out template
Wﬁﬁ'@htm TTT9E, lEiEiEi151,I']Sl:lll'rl:ltll"-.-'lE!WF'rE'-.-'IEWFllE! 15p Ty pe=FafleMame= ,rrmp,rz4|:||:|1 halls (30
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B - Print Cheque (Provident Fund Voucher)

Marne: Y“hknesi-fsAHP Lazer)et 8150 PCL B

Statuz:  Heady
Type: HF Lazer et 8150 PCL &
Where:  |IP_192.168.6.231

Properties |

™ Eeverse pages
™ Print az image
[~ Print ta file

— Print Range
Al £ Selected pages/graphic
" Cument page
{ Fages _fru:um:l'l b I'I

Print: IEven and Odd Fages j

v Comments

— Copiez and Adjustments

Murnber of copies: 1 -
[ Collate

[ Shiink oversized pages to paper size
[~ Ezpand zmall pages to paper size

[~ Auto-rotate and center pages

— FostSenpt Options

The system pops up the Print Page.

Step 12. Do not check the three
checkboxes in the Print Page for
page layout adjustment.

Printing T 1ps

Frewview k—8.26—

11,65

L

rits: Inches Zoom; 100.0%

Q. I Cancel




in Time: 16/05/2003 15:16 Logout 1 Help | PXREE

B - Print Cheque (Provident Fund Voucher)
Step 13. If the cheque printed out

Home Cheque Printing

. is okay, user may click [Confirm
Staff Deployment Accounting Year ™ ) IEDDEIEDDH 'I Y . y [ ]
Start E |__, button to confirm that the
1 Ga00l - .
selected voucher is “Successfully

v FMP Bank Code H:BC

Common Setup Bank Hame Honz Eong & Shang
Budgeting

Printed”.

Bank Account Number 03 E0405 32001

Bookkeeping
P Chegue Format ID HEB 001

= Staff Cost
Setup Chegue Number |m1 10

Staff Master Voucher No. |PFuCS2003014 > T |PFNCS2003014 7]
. Print Cheque Status | ALL j

P Fund Register [E. search | [ [ Reset |
Tax Return

Enquiny

Report
CAR
Sales & Stock
Daiby Coll. Summa

Mon-Recurrent Gra

Youchers to be Paid

Gross
VYoucher Date RO Payee's Youcher Chegque

(DDMMAYYY) - HName - Particulars Mumhber

%
|31,m£m3 2| Printed | OOO0CCO1 09
Onee

|FPFNCSEEGBDIH| 31012003 |2,DC‘JCI.DCI|HSEC test
Tmstes

Mate 1: 2 chegue is allowwed to print far 3 times anly.

Youcher No. -

Report Management

Data Management
Customization Maote 2 Pwm'%ﬂrm Cheque Successfully Printed |1-“-.ITthn:uut Prirting". Once selected, no futher change is allowed.

[ print || | confirm || Reverse || <[Back |




gin Time: 16/09/2003 15:16 Logout | Help | PRREE

B - Print Cheque (Provident Fund Voucher)

Home Cheque Printing Step 14. User may Clle [Reverse]
Staff Deployment Accounting Year( v vy ) el button to reverse the payment
Staff Bank Ledger Code Im method to “Cheque - Without

v FMP Bank Code HSBC Printing”, if necessary.

Common Setup Bank Name Hong Eong & Shang
Budgeting

Bank Account Humber QR R 03 R2001

Bookkeeping
A Chegue Format ID HEBC000]

' Staff Cost

Chegque Number |Dmmmg

Setup
S Voucher No. | PRO3101-00009 > T |PRO3/01-00009 |

Print Cheque Status | ALL j

AITGGENEES (B search | [ [ Reset |
Tax Return

Enguiny

Report
CAR
Sales & Stock
Daity Coll. Summa

Non-Recurremnt Gra

Youchers to be Paid

Youcher Date n?;zzﬁt Pavee's Youcher Cheque
(DDAMMAYYY) - § Hame - Particulars Humber
|F PEO301- 31012003 1’?,503.DD|MCH£?JN TAl  |test |31 A1 00 P‘rmta:l |m103

Mate 1: & chegue is allowwed to print far 3 times anly.

Report Management

Data Management
Customization Mote 2 Payment ’“Eth':'dlﬂm“qﬂverge to Cheque Withaut Printing rg". Once selected, no further change is allowed.
[ Reverse

[ Print || Confirm

Q:] Back ]




gin Time: 16/09/2003 15:16 Logout | Help | IR

B - Print Cheque (Provident Fund Voucher) |, . 200

16 September 2003 15:54

Home Cheque Printing

Staff Deployment Accounting Year( "y ) I 2002/2003 "I Egeci 12 .pcrgc l‘(d[eBnatC:;] ||13 (l:I'I t\t;gn Ct f?egl,'o
Staff Bank Ledger Code [55001 7] Generated ;Iage ] ]

v FMP Bank Code H:BC

Common Setup Bank Name Heng Eong 8 Shanghai Bank
Budgeting

Bank Account Number D003 80405 82001
BookKkeepi
SORREERIG Cheque Format ID HEB 001
= Staff Cost
Setup Chegue Number |m1 10
Staff Master Voucher No. | PFNCS200301A | T | PFNCS2003014 ~ |
. Print Cheque Status | ALL j

P Fund Register [E. search | [ [ Reset |
Tax Return

Enquiny

Report
CAR
Sales & Stock
Daiby Coll. Summa

Mon-Recurrent Gra

Youchers to be Paid

Gross
VYoucher Date RO Payee's Youcher Chegque

(DDMMAYYY) - HName - Particulars Mumhber

&
oo [ Pnted (0000000109
Once

|FPFNCSEEGBDIH| 31012003 |2,DC‘JCI.DCI|HSEC test
Tmstes

Mate 1: 2 chegue is allowwed to print far 3 times anly.

Youcher No. -

Report Management

Data Management
Customization Maote 20 Payment ""Eth':ll:nnfirm Cheqeameeessferrinted |1-“-.ITthn:uut Prirting". Once selected, no futher change is allowed.

[ print || Confirm || Reverse] || <[Back |




B — Issue Manual Cheque (Provident Fund Voucher) [ . oo 1545 Logout | Help | ¥

.................................... Current School Year: 2002 4 October 2003 16:33
Attendance [S-FSC16-10] FMP > Staff Cost > Payroll > Provident Fund Voucher
Student Activities
Award & Punishme Prepare Payroll Payroll Youcher | M Finel Yeicii=7 Voucher Posting Voucher Enquiry  Payroll Month
Assessment Payroll Month (rabrmo ) 0972001 =
Special Assessme Fund Scheme | MPF Scheme j

Staff Deployment
Staff
CcDs
HKAT
HKEAR
* FMP

Commaon Setup

Provident Fund Youcher Not Generated ! Mot Required Provident Fund Youcher Generated

Jl | Staff Code |  Staff Name {Eng} Staff Hame Staff Type Employee’s Employer's

{Chi) Contribution Contribution

% %

PEHCS2004098 (30092001

==TFLE USH

After the cheque is manually issued, user has to
update the bank ledger information (cheque number,

Mote: Select one or more payrall vo payee’S name) to the System.
[ Delete P Fund ¥Youcher ]

Buidgeting

Bookkeeping
W Staff Cost
Setup
Staff Master

Step 1. Click [Voucher No.] hyperlink.

The system will redirect to Voucher Maintenance page.

P Fund Regist
Tax Return
Enquiny
Report

CAR




Attendance
Student Activities
Award & Punishme
Assessment
Special Assessme
Staff Deployment
Staff
CcDs
HKAT
HKEAR
= FMP
Commaon Setup
Buidgeting
Bookkeeping
¢ Staff Cost
Setup
Staff Master

P Fund Regist
Tax Return

Enquiny

Report
CAR

B — Issue Manual Cheque (Provident Fund Voucher) Lf T

Logout | Help | ¥

................. — : Current School Year: 2002 4 October 2003 16:38

[5-FBEK01-03] FMP > Bookkeeping > Payment Woucher

Accounting Month (hbdn ey

Ledger
information
(Credit)] hyperlink.

Youcher Type [ &= MEF (FF)

Youcher NHo.

Youcher Date (DOubahd S ™)
Youcher Particulars

Gross Credit Amount $2,000,00
Youcher Status Unpeosted

*Bothom
A[:[:nunting Line Information (Dehit) Bank Ledier Information (Credit)
Programme Account Code Amqunt
Pr]m;aryfﬁ.lvi WEMF - Programme code for | G200500100] - Grant Bxpenses 1,000,000 I
comverting Gl halance in SANs
2 Primary/alM WEMP - Programme code for G101 80000 - Employer's 1,000,000 I
comverting L halance in SAMs |contdbutions - entifled to 5%

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

~Top

Preview & Print ][ R'::]Baclr. ]




B — Issue Manual Cheque (Provident Fund Voucher)

Attendance
Student Activities
Award & Punishme
Assessment
Special Assessme
Staff Deployment
Staff
CcDs
HKAT
HKEAR
* FMP
Commaon Setup
Buidgeting
Bookkeeping
¢ Staff Cost
Setup
Staff Master

P Fund Regist
Tax Return

Enquiny

Report
CAR

le: 0471002005 1545 Logout | Help | ¥4

Current School Year: 2002 4 October 2003 16:38

[5-FBEK01-04] FMP > Bookkeeping > Payment Woucher

Step 3. Fill in Payee’s Name,

Cheque No. and Bank

Accounting Month (hbtney

Particulars.
Vioucher Type
e Step 4. Click [Save Voucher]
Youcher Date (DOubahd " b tt
Youcher Particulars utton.
Gross Credit Amount
Youcher Status

Accounting L ine Information {Dehit)

Bank Ledger Information {Credit)

Bank Ledger Code 35001 - Bank - Govemmoent Fund
Payment Method Chemque - Without Printing
ayee's Name [HSBC TRUSTEE Required for "Chedgue - With Printing”
Cheque No. | Lesyve Blank for "Cheque - With Printing"
Bank Particulars |ﬂ3€§$

Mote 1 Payee's Mame is required for "Chegue - With Printing". This is optional for "Chegue - Without Printing”.
Lid be left blank for "Chegue - With Printing”. This iz optional for "Chegue - Without Printing”.

EEI'H'E Youcher | Preview 8 Print ][ <:]Back ]




Print / Issue Cheque

e Cheques printed by the system will be captured in the “Summary of
Cheques Used (R-FBK044-E)” report. If cheque number for “Cheque -
Without Printing” is input when preparing the payment voucher, this
number will also be captured in this report.

o If payment method “Cheque - With Printing” is selected, only voucher
with confirmed cheque printing is allowed to perform voucher posting.

e Once cheque printing of the voucher has been confirmed, it is not
allowed to delete the voucher.

e Printed cheque / manually issued cheque should be submitted together
with the voucher printout to supervisor / Principal for approval.

Slide 246




Post Payroll / Provident Fund Vouchers

Open Payroll Capture Staff for Maintain Staff Payroll Validate Payroll Entries
Month R Payroll
- Select staff entitled for - Edit payroll amount, provident fund
payroll in the month. contribution amount, etc.

v

Generate Validate Payroll Freeze Payroll Generate
Payroll Voucher Voucher Voucher Provident Fund
Voucher

A 4

- Check report R-FSC001-E.

v Generate
Validate Provident Fund A.Print Payroll Voucher Autopay File

Voucher . .
B.Print Provident Fund
- Check report R-FSC001-E. Voucher

A 4

Print / Issue Cheque

A 4

A. Payroll

B. Provident Fund
Contribution

A 4

A.Post Payroll Voucher Close Payroll

B.Post Provident Fund
Voucher

Month




A - Post Payroll Vouchers

e To search for unposted payroll vouchers, and prepare the posting of
vouchers with status “Ready for Posting”.

e Payroll vouchers may have the following three status:

e “Review”
e “Cheque to Print” (If payment method “Cheque - With Printing” is
selected)

» “Ready for Posting”
» Vouchers with the first two status are not allowed to be posted.

« User has to freeze the payroll voucher before proceeding to voucher
posting.

o If payment method “Cheque - With Printing” is selected for a payroll
voucher and cheque has not been printed and confirmed, the status will
remain as “Cheque to Print”.

« Vouchers with status “Ready for Posting” can be selected to proceed
voucher posting.

Slide 248



:ér Login Time: IDIEIQE!_3 1922 Logowt | Help | M

Current School Year: 2001  [S(=Io 0N PR @{§ e [9{ A"/e]¥{el [-T4

cDS - Posting] tab.
[S-FSC14-01] FMP > Staff Cost = Payroll = Prepare Paytoll

A - Post Payroll Vouchers

HKAT

HKEARA Payroll Youcher P Fund 'H'uuchElI ¥Youcher Posting Luucher
% FMP Payroll Month (rabdn™™) IIIIEIIEEIIM vi - '

Common Setup

Hayroll Month

Budgeting S taff List Payroll kems Provident Fund Beimbursement
Bookkeeping
W Staff Cost Staff Staff Name Staff Name Het Payment Payroll Period Paymment
Setup H (Chi) $ (DDA - Method
DDMMAYYY)
Staff Master [ |Teaching Staf *
r Ml (WoolSiuMing  |#H4MBH 1767500 OLOSE00E - 30052004 m - Witheont
Tax Return | HCS3  |LeeSinMing = ~EH 17.587.80 | OLOS2004 - 304082004 Erhmaﬁc_% - Withot
Enguiny
Report [ Add staff || Delete staff |

CAR
Sales & Stock

Data Management

Timetahling

Code Management

V1.9 Slide 249



ez jermifer Login Time: 27/08/2003 1739 Logout | Help | PXRE#E

A - Post Payroll Vouchers

o AEVErE R

UL The system will display a list of
Attendance [S-FSC20-01] FMP > Staff Cost » Payroll > Voucher Posting unposted payroll vouchers grouped
Student Activities by payment method.

Award & Punishme Prepare Payroll Payroll ¥oucher
Assessment Payroll Month (hbdf

P Fund Youcher
01/2003 = Step 2. Users may click the
[Voucher No.] hyperlink to view a

Special Assessme
Pavroll Youcher

Staff Deployment list of payroll records of the
Staff = sclected payroll voucher
Youcher Ho. |Youcher Date Youcher Particuli
o vy
HKAT |Auto Pay
HKEAA - |EEH§£2miQ1§| 310142008 | Payroll 012003 1543749 Review
L |cn inting
SIS |-||EEI:1§.:.32£131Q1E il 3112003 [Payroll 01/2003 15,593.75 [Ready for Posting
Budgeting |
Chedue = TIRR PTG
Bookkeeping -
PEMCS200300TD | 31012003 |Payeoll 012003 1625000 | Cheque to Print
w Staff Cost r e
FEMCE20E01 E : '
Setup r ORI | Payoll 012003 15.437.49 i
Staff Master

P Funi Reqist

Tax Return
Encuiny
Report
» CAR
Sales & Stock




S E#
A - Post Payroll Vouchers = I—

Current School Year: 2001 27 August 2003 17:51

[=rerrT ey

Attendance [S-FSC20-02] FMP > Staff Cost = Payroll > Yousher Posting
Student Activities

Award & Punishme Payroll Month (hibii ) WEAGIE
voucher No. FEMCE200301F
Voucher Date (DDA YY) IOLA003

Assessment

Special Assessme

Staff Deployiment

CDS Code %

HKAT |Buarding Staff *

o | NCSZ |WDNG STTHING |ﬁdwﬁ!ﬁ | 15,593.75 | LA 2003 - 31,00 2003
* FMP

Common Setup

Budgeting

Bookkeeping
W Staff Cost

Setup
Staff Master

Tax Return
Enguiny
Report
» CAR
Sales & Stock =

V1.9 Slide 251



i Tf 27/02/200% 17:39 Logout | Help | PXEE
Current School Year: 2001 27 August 2003 17:45

A - Post Payroll Vouchers

o AEVErE R

Attendance [S-FSC20-04] FMP > Staff Cost > Payrail » Youcher Posting

o Step 3. select the checkbox next to
Student Activities

the vouchers (one or more vouchers
can be selected at the same time)

Award & Punishme Prepare Payroll Payroll ¥Youcher P Fund Youcher

Assessment Payroll Month (hds ) 01/2003 «

Special Assessme . q
D i Step 4. Click the [Posting] button.
P —— ayroll Voucher Provi p [ g]

Staff

foucher Ho. |Youcher Date Youcher Particulars Gross Credit Amount |Youcher Status
HLE (DDMMAYYY) §
HKAT | Auto +y

HKEAA r EI%.mg.mmmﬁ 012003 |Payroll 012003 15,437.49 Review

+ FMP
|CheqL|e - Without Printing

Common Setup i BiPS ERNCSIO00IE | 31012003 Payeol 0120 15,503.75 [Ready for Posting
Budgeting

. Cheque - With Printing
Bookkeeping | LIE

EIE.Ngmmom SLOL2003  [Payroll 012003 16,250.00 | Chemue to Print
W Staff Cost
Setup ERNCE20030(E | 31012003 Payroll 01/2003 1543749  Review

Staff Master

P Funi Reqist

Tax Return

Encuiny

Report
= CAR
Sales & Stock




A - Post Payroll Vouchers

« After posting the vouchers, the amount will be updated to the voucher
accounting month of General Ledger.

« Staff’s income accruing for the related taxation year in Tax Return will
be updated accordingly.

« Amendment and deletion of the posted voucher is not allowed.

e Users should create new Journal Vouchers if any amendment to the
posted vouchers is required.

Slide 253



B - Post Provident Fund Vouchers

e To search for unposted provident fund vouchers, and prepare the posting
of vouchers with status “Ready for Posting”.

e Provident fund vouchers may have the following two status:

e “Cheque to Print” (if provident fund voucher of ORSO Scheme and
Mandatory Provident Fund Scheme which payment method
“Cheque - With Printing” is selected)

o “Ready for Posting”

e Vouchers with “Cheque to Print” status are not allowed to be posted.

« If payment method “Cheque - With Printing” is selected for provident
fund voucher (ORSO Scheme and Mandatory Provident Fund Scheme) and
cheque has not been printed and confirmed, the status will remain as
“Cheque to Print”.

« Vouchers with status “Ready for Posting” can be selected to proceed
voucher posting.



cDs
HKAT
HKEAA

+ FMP

Common Setup

Budgeting

Bookkeeping
w Staft Cost
Setup
Staff Master

P Fund Reqgist
Tax Return
Enguiny
Report
CAR
Sales & Stock
Daiby Coll. Sumr
Hon-Recurrent
SPA

Report Managemer

Data Management

Timetahling

Code Management

B - Post Provident Fund Vouchers

Current School ‘f’ear 2001

[S-FSC14-01] FMP > Staff Cost = Payroll = Prepare Paytoll

Hrzpnirzs Bniyroll | Payroll Youcher P Fund Youche

Payroll Month (hbissyy)

IIIIEIJ'EEIEM "'i

ifer Login Time: 10/05/2003 19:38 Logout | Help | PRRERE
Step 1. Click [Voucher

Posting] tab.

II Youcher Posting Luucher

Hayroll Month

Staff List Payroll kems Provident Fund Reimbursement
Staff Hame Staff Hame Het Payment Payroll Period Paymment
(Chi) $ {DDRAMA™YY - Method
DDA YYY)
r Teaching Staff *
r Mot |[Woo SinMing  |#H<MEH 1767500 QLS00 - 3040542004 PrmChaq-ue - Withont
ting
r MES3  |Les o Ming = ~EH 1758780 | QLORL00 - 3040542004 grhmaque - Withont
tng

[ Add staff || Delete staff |




Attendance
Student Actiities
Award & Punishme
Assessment
Special Assessme
Staft Deployment
Staff
CcDs
HKAT
HKEAR

* FMP

Common Setup

Budgeting

Bookkeeping
W Staff Cost
Setup
Staff Master

P Funi Reqist

Tax Return
Encuiny
Report
» CAR
Sales & Stock

ennifer Login Time: 27/02/2003 17:39 Logout | Help | $ICRE#E

B - Post Provident Fund Vouchers |~

Current School Year: 2001 27 August 2003 17:45

[S-FSC20-01] FMP > Staff Cost = Payroll = Youcher Posting

Prepare Payroll Payroll ¥oucher P Fund Youcher | oisnzpltozin:g | Youcher Enguiry  Payroll Month
Payroll Month (hkisos™y) 0152003 -
Pavroll Youcher Provident Fund Youcher

Youcher Ho. |Youcher Date Youcher Particulars Gross Credit Amount |Youcher Status
(DDMMAYYYY) %

|Auto Pay

r FEMCR200001 | 314002003 | Payeoll 012003 1543749 Eenrewr
|Cheque - Without Printing

r FEMCR200E01F | 31002003 | Payroll 01,2003 15,593,575 | Beady for Posting
|Cheque - With Printing

r FEMCS200600 0 [ 31002005 |Payroll O1,£003 16,250,000 | Cheqme to Print
r FEMCE200301E | 31002003 | Payroll 01,2003 1543749 Eenier

Step 2. Click [Provident Fund

Voucher] hyperlink




B - Post Provident Fund Vouchers

L

Curren

Attendance
Student Actiities
Award & Punishme
Assessment
Special Assessme
Staff Deployment
Staff

cDs

HKAT

HKEAR

% FMP

Commaon Setup

Buidgeting
Bookkeeping
W Staff Cost
Setup
Staff Master

P Fund Regist
Tax Return

Enquiny

Report
» CAR
= Sales & Stock

[S-FSC20-03] FMP > Staff Cost = Payroll = Youcher Posting

Prepare Payroll

Payroll Youcher

Payroll Month (Wb

Youcher Date

n Youcher Ho.

01

(DDMMAYYY)

P Fund ¥oucher
2003 -

Youcher Particuli

|Juurnal Youcher

The system will display a list of
unposted provident fund vouchers
grouped by voucher type and

payment method.

Step 3. Users may click the
[Voucher No.] hyperlink to view a

list of provident fund contribution of
the selected provident fund voucher

r |W A3 | Proident Fond 012003 12.51 | Beady for Posting
P que - Without Printing)

r I|EEH§SE£1]3_QLE N0 | Proandent Fond 012003 157500 | Beady for Posting
|Paymgque - With Printing)

r |EEH£325111[11£. 3A03 | Provident Fond 012003 251615 | Cheqoe to Print




B - Post Provident Fund Vouchers i I—

Current School Year: 2001 27 August 2003 18:34

[=rerrT ey

Attendance [S-FSC20-04] FMP > Staff Cost = Payroll > Voucher Posting
Student Actiities

Award & Punishme Payroll Month (hibii ) WEAGIE
voucher No. FFMCS200301 B
Voucher Date (DDA YY) IOLA003

Assessment

Special Assessme

Staff Deployiment
Staff Staff Hame (Eng) Staff Hame (Chi) Employee’s Contribution | Employer's Contribution
CDS Code $ ¥
HKAT |Buarding Staff *
| NCSZ  (WONGSIUHING | Ze/had | £56.25 | 018,75
HKEAA
* FMP

Common Setup

Budgeting

Bookkeeping
W Staff Cost

Setup
Staff Master

Tax Return
Enguiny
Report
» CAR
Sales & Stock =

V1.9 Slide 258



i Tf 27/02/200% 17:39 Logout | Help | PXEE
Current School Year: 2001 27 August 2003 17:45

|

B - Post Provident Fund Vouchers

o AEVErE R

Attendance [S-FSC20-01] FMP > Staff Cost > Payroil » Youcher Posting

o Step 4. select the checkbox next to
Student Activities

the vouchers (one or more vouchers
can be selected at the same time)

Award & Punishme Prepare Payroll Payroll ¥Youcher P Fund Youcher

Assessment Payroll Month (hds ) 01/2003 «

Special Assessme . q
D i Step 4. Click the [Posting] button.
P —— ayroll Voucher Provi p [ g]

Staff

foucher Ho. |Youcher Date Youcher Particulars Gross Credit Amount |Youcher Status
HLE (DDMMAYYY) §
HKAT | Auto +y

HKEAA r EI%.mg.mmmﬁ 012003 |Payroll 012003 15,437.49 Review

+ FMP
|CheqL|e - Without Printing

Common Setup i BiPS ERNCSIO00IE | 31012003 Payeol 0120 15,503.75 [Ready for Posting
Budgeting

. Cheque - With Printing
Bookkeeping | LIE

EIE.Ngmmom SLOL2003  [Payroll 012003 16,250.00 | Chemue to Print
W Staff Cost
Setup ERNCE20030(E | 31012003 Payroll 01/2003 1543749  Review

Staff Master

P Funi Reqist

Tax Return

Encuiny

Report
= CAR
Sales & Stock




B - Post Provident Fund Vouchers

« After posting the vouchers, the amount will be updated to the voucher
accounting month of General Ledger.

e The system will create the corresponding records for individual staff in
Provident Fund Register.

« Amendment and deletion of the posted voucher is not allowed.

e Users should create new Journal Vouchers if any amendment to the
posted vouchers is required.

Slide 260



Voucher Enquiry

« To search for a list of staff payroll records with generated payroll
vouchers and / or provident fund vouchers with voucher status of
“Posted” and / or “Unposted”.

e Payroll Voucher must have been generated beforehand.

Slide 261



er Login Time: 10/09/2003 1938 Logout | Help | PRREAE

Voucher Enquir
i y Current School Year: 2001 10 September 2003 19:39

cDs
HKAT

[S-FSC14-01] FMP > Staff Cost = Payroll = Prepare Paytoll

HKEAA Mr=unrz Muyrull | Payroll ¥Youcher P Fund Youcher  ¥Woucher Pu5ting| Youcher Enguiry ayroll Month

v FMP Payroll Month (hibd ) I 09/2004 "i . :

Common Setup

Budgeting S taff List Payroll kems Provident Fund Beimbursement
Bookkeeping
W Staff Cost Staff Staff Name Staff Name Het Payment Payroll Period Paymment
Setup H (Chi) $ (DDA - Method
DDMMAYYY)
Staff Master [ |Teaching Staf *
r Ml (WoolSiuMing  |#H4MBH 1767500 OLOSE00E - 30052004 m - Witheont
Tax Return | HCS3  |LeeSinMing = ~EH 17.587.80 | OLOS2004 - 304082004 Erhmaﬁc_% - Withot
Enguiny
Report [ Add staff || Delete staff |

Step 1. Click [Voucher
Enquiry] tab.

CAR
Sales & Stock

Data Management

Timetahling

Code Management
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Voucher Enquiry

..... — Current School Year: 2002

27 August 2003 14:23

Home

[S-FSCA14-16] FMP > Staff Cost > Payroll » Youcher Enguiry
Staff Deployment

Staff

S Payroll Month (W) |

»  Common Setup
Youcher Mo. (From) |

* Budgeting

» Bookkeeping Youcher Date (DoA™ (From) |

mi 0 e H i 0 e 0 her Poshng

w Staff Cost Voucher Status aLL j
Setup F ol
' EA Search I@R‘“Et Pawroll Vaucher {Jnposted)
Staff Master Pavroll Voucher (Posted)
o Frovident Fund Woucher (Unposted)
FProvident Fund Youcher (Posted)

Yo e ey,

(Te) |

(Te) |

P Fund Register
Tax Return
Enguiny
Report
CAR
Sales & Stock
Daity Coll. Summa

Non-Recurremnt Gra

Step 2. Fill in the
searching criteria

Step 3. Click the [Search]
button

Report Management

Data Management

Customization




GIRHIHEB | 1 - 5 x|

ser: jermifer Last Login: 07/07/2003 16:41 Logout | Help | Shirgrs

Voucher Enquiry

.................................... Current School Year: 2001 8 Juky 2003 16:58
Assessment

[S-FSCA14-17] FMP > Staff Cost > Payroll > Woucher Enquiry

Special Assessme

Staff Deployment

Users can browse through a list of staff payroll records according to

Staff o/20 . . .
- ], the specified searching criteria.

cDs

HKAT

HKEAA
+ FMP

Common Setup

Youcher
S Step 4. User can view the details of payroll record of individual staff
by clicking the [Staff Code] hyperlink

Youcher

Budgeting

Staff Hame F Paytoll Period Paytoll Youcher Provident Fund Youcher

(Eng) ' . Youcher Ho. | Youcher | Youcher No. | YWoucher
Date Date

|Clerical and Janitor Staff *
SEWTL) TS NCS] %CHUN HEEsE 1662500 OLOBA003- | PRMNCSINSORC 310872003 mzmm&ﬂmmma

Bookkeeping
W Staff Cost
Setup

31082005 | (Unposted) (Unposted)

P Fund Regist |Supporting Staff *

Tax Return MRS |YAN TASON (FF-BH | 1875000 01082003 - | EEMCEICI08D | 314082003 | Mot Fequied
JL0RA00E | (Unposted)

Enquiry |Teaching Staff *
Report MCE2 [WOO DEMNY #5580 [ 11,40000 [ 01082003 -  [PRNCS2003084 (314082003 Mot Prepared
CAR 10 | (Unposted)

Sales & Stock
Daihy Coll. Sumn

Hon-Recurrent {




Voucher Enquiry

nifet Login Time: 27/03/2003 14:56 Logout | Help | PRREE

Current School YearlOIL[e [Payment]

B EEEEE VE LR B VEEEELrEEEE EE

Assessment
Special Assessme
Staff Deployiment
Staff
CcDs
HKAT
HKEAR
= FMP
Common Setup
Buidgeting
Bookkeeping
W Staff Cost

Setup
Staff Master

P Fund Regist

Tax Return
Encuiny
Report

CAR

Sales & Stock

Daity Coll. Sumr

Mon-Recurrent {

[S-FSC14-10] FMP > Staff Cost = Payroll = Prepare Payroll

hyperlink to view (i) the
summary of the payroll

and (ii) the summary of

NCa1 PAE CHUN PUN (HEESS) \
Payroll Month (M) 082003 provident fund

Payroll Period (DOMMA Y - DDMMAY vy DLD32005 - 310822003 (Posted) contributions

Funid Scheme

DOEEQ Scheme

Payroll kems Reimbursement SO e 4 1111

Total Earning 5 17.500.00
Total Deduction 3 1,000,000
Employee’s Contribution 3 825,000
Net Amount i 15,6750
Total Reimbursement S 0,00
Net Payment ] 15,675.00
Employer's Contribution ] 82500
Payment Method Lo Pay
OR%0 Scheme
Contribution Period Employee‘s Contribution Employer's Contribution
{ggl:::ﬂﬂlm e Rate Original Revised Rate Original Revised
S U Amuunt nmnunt i Amuunt nmnunt
01 D3L003 - 500 225,00 225,00 500 225,00 825,00
318003




Voucher Enquiry

B EEEEE VE LR B VEEEELrEEEE EE

Click [Payroll Items]

Assessment [S-FSC14-06] FMP > Staff Cost > Payroll > Prepare Payroll hyperlink to view all
Special Assessme payroll item account
Staff Deployment | e PAK CHUN FUN (HEESS) codes and payroll item

Payroll Period (DoAY - DDAy ) DLOBA005 - 31082005 (Fosted)
CD3 Fund Scheme OR30 Scheme
HKAT
HKEAA Payroll kems Reimbursement Cost Allocation
= FMP
Paytoll kems Original Subject To
ER T S Amount Provident
Buidgeting % Fund
Bookkeeping Contribution
v Staff Cost . |Earning Payroll kems
' E1010 Salary - Clerical and Janitor 10,000,00 10,000,000 |51 01004002 =
Setup Caff Supply/ Teaching Supporting
Staff Master Staff’s Salaries
. E1011 Allowance - Clercal and 5,000,000 50000000 (<3101 00400 YES
Tanitcr Staff supply/ Teaching Supporting
P Fund Regist statts Salanes
Tax Return E1012 Back Fay - Clerical and 2,500,000 2,500,000 (101004002 ES
Tanitor Staff supply/Teaching Supporting
Encguiry ataffs Salares
Report ||]El:|l.l[:'tiﬂl'l Payroll kems
CAR ngfﬂl (DeductiBack Fay - Teaching 0,00 1,000,000 | GL0SE001002  Staff Salaries ES

Sales & Stock

Daily Coll. Sumr

Mon-Recurrent {




er Login Time: 37/03/2003 14.56 Logout | Help | PRREE

Voucher Enquiry

Current School Year: 2001 27 August 2003 15:11
Assessment [S-FSC14-07] FMP > Staff Cost > Payroll > Prepare Payroll Click [Reimbursement]
Special Assessme hyper[j nk to view
Staff Deployment & VS| PAE CHUNPUN (HEEZ:) reimbursement items
Staff Payroll Month (hhre sy 03A2003
Payroll Period (DoAY - DDAy ) DLOBA005 - 31082005 (Fosted)
CD3 Fund Scheme OR30 Scheme
HKAT
HKEAA Paytoll kems Reimbursement Cost Allocation
* e Reimbursement Amnunt
Common Setup
Buidgeting |N-:| record.

Bookkeeping [—@ add ] [ 7 Delete ] [ [,] save ] @ Bach ]
W Staff Cost

Setup
Staff Master

Tax Return

Encuiny
Report
CAR
Sales & Stock
Daity Coll. Sumr

Mon-Recurrent {
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er Login Time: 37/03/2003 14.56 Logout | Help | PRREE

Voucher Enquiry

Current School Year: 2001 27 August 2003 15:12
Assessment [S-FSCA14-08] FMP > Staff Cost > Payroll > Prepare Payroll Click [Cost Allocation]
Special Assessme hyper[ink to view the
Staff Deployment TS PARCHUNPUN (Heas) cost allocation
Staff Payroll Month (M) (8£2003
Payroll Period (DoAY - DDAy ) DLOBA005 - 31082005 (Fosted)
CD3 Fund Scheme OR30 Scheme
HKAT
HKEAA Payroll kems Reimbursement ~ost Allocation
* FMP
Sch Level’'Session Programime Allocation Percentage
Common Setup "
Budgeting | - | 1 |Pmaxymm Programme code for converting L balince in 100.00

Bookkeeping R i

w  Staff Cost

Setup
Staff Master

Tax Return

Encuiny
Report
CAR
Sales & Stock
Daity Coll. Sumr

Mon-Recurrent {
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.................................... — . Current School Year: 2001 8 Juky 2003 16:58
Assessment

[S-FSCA14-17] FMP > Staff Cost > Payroll > Woucher Enquiry

Special Assessme

Staff Deployment

Prepare Payroll Payroll Voucher P Fund Yo

Staff Step 5. User can view the details of

cDS FELHAECD GRS | payroll voucher and / or provident fund
HKAT LB LI (Frorn) voucher of individual staff by clicking the
HKEAA Voucher Date (COMMAYYYY)  (From) [Voucher No.] hyperlink.

* FMP Youcher Status

Common Setup @ Search ][ [ Reset ]

Budgeting
Staff Hame Paytoll Period Paytoll Youcher Provident Fund Youcher

Bookkeeping
W Staff Cost
Setup

(Eng) Youcher Ho. | Youcher | Youcher No. | YWoucher
Date Date

|Clerical and Janitor Staff *

Staff Master NCSL [PAKCHUN |BEEZ (1662500 01082003~ | [PRMCS200308C (31082004 [PRNCS 2003084 B1A08/2003
. PUN 31084003

P Fund Regist |Supporting Staff *

Tax Return MRS |YAN TASON (FF-BH | 1875000 01082003 - | EEMCEICI08D | 314082003 | Mot Fequied
JL0RA00E | (Unposted)

Enquiry |Teaching Staff *
Report MCE2 [WOO DEMNY #5580 [ 11,40000 [ 01082003 -  [PRNCS2003084 (314082003 Mot Prepared
CAR 10 | (Unposted)

Sales & Stock
Daihy Coll. Sumn

Hon-Recurrent {




Voucher Enquiry

G 3| B é ﬁ | = |

..... — g Current School Year: 2001 23 September 2003 12:58

Award & Punishme
Assessment
Special Assessme
Staff Deployment
Staff

CcDs

HKAT

HKEAR

+ FMP

Common Setup
Budgeting
Bookkeeping
W Staff Cost
Setup
Staff Master

P Fund Regist
Tax Return
Encuiny
Report

CAR
Sales & Stock
Daihy Coll. Sumn

Hon-Recurrent {

[S-FEK01-03] FMP > Bookkeeping >~ Payment Youcher

Update Youcher Details

Accounting Month (MMry ey 200 ; . . .
Click [Accounting Line Information
(Debit)] hyperlink to view the voucher
L] . . . N N
LB TEL L0, dyAemaiie details and accounting line information
Voucher Date (DO YY) 0022004 )
Vioucher Particulars Fayeoll Voncher (Deb]t) .

Gross Credit Amount F17.575M0
Voucher Status Unposted

Voucher Type Payroll vioucher

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

Prirnary /i WEMPE - &droin Programmme | G101A01002 - Teaching Staff 1? S7500
walares excl B, C::-nmbuﬂcms

|Eludget Check: S - Sufficient fund; | - Insufficient fund; MeA - Mot applicakle

~Top

Preview & Print ] [ <:| Back ]




Voucher Enquiry

G353 ﬁ | = |

Award & Punishme
Assessment
Special Assessme
Staff Deployment
Staff

CcDs

HKAT

HKEAR

+ FMP

Common Setup
Budgeting
Bookkeeping
W Staff Cost
Setup
Staff Master

P Fund Regist
Tax Return
Encuiny
Report

CAR

Sales & Stock

Daihy Coll. Sumn

Hon-Recurrent {

..... — g Current School Year: 2001 23 September 2003 12:59

[S-FEK01-04] FMP > Bookkeeping >~ Payment Youcher

Update Youcher Details

Accounting Month (e OR2004

Voucher Type Engeueed Click [Bank Ledger Information (Credit)]
voucher No. enseeensy hyperlink to view the voucher details and

Voucher Date (DDMAv) 30052004 bank ledger information(credit).
Youcher Particulars Fazreoll Wencher

Gross Credit Amount F17.575M0
Voucher Status Unposted

Accounting Line Information {Dehit) ; . ati i

Bank Ledger Code 3500 - Bank - Govenndent Fund

Payment Method Chemque - Without Printing

Payee’s Name [Woo Sin Ming Required for "Chegue - With Printing”
Cheque No. (1122334425 Leave Blank for "Chegue - With Printing”

Bank Particulars |Paj,rm]l Yomcher

[(Default =ame as VYoucher Particulars)

Mote 1: Payee's Mame iz required for "Chegue - With Prirting”. Thiz iz optional for "Chegue - wWithout Printing".
Mote 2 Chegue Mo, should be left blank for "Chegue - With Printing”. Thiz iz ogtional for "Chegue - Without Printing"”.

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




Close Payroll Month

Open Payroll
Month

\ 4

Capture Staff for
Payroll

- Select staff entitled for
payroll in the month.

Maintain Staff Payroll

- Edit payroll amount, provident fund

contribution amount, etc.

Validate Payroll Entries

v

Generate
Payroll Voucher

Validate Payroll
Voucher

- Check report R-FSC001-E.

Freeze Payroll

Voucher

A 4

Generate
Provident Fund
Voucher

A\ 4

Validate Provident Fund
Voucher

- Check report R-FSC001-E.

A.Print Payroll Voucher

B.Print Provident Fund

Generate

A 4

Voucher

Autopay File

A 4

A. Payroll
B. Provident Fund

Contribution

Print / Issue Cheque

l

A.Post Payroll Voucher

B.Post Provident Fund
Voucher

A 4

Close
Payroll
Month




Close Payroll Month

« After finishing all payrolls and provident fund entries for the payroll month,
user is required to close the payroll month.

« Payroll months should be closed if users perform month end and year end
process in Bookkeeping Module subsequently.

« After closing the payroll month, user may re-open it (by changing the
payroll month with status) provided that month-end closing in Bookkeeping
Module has not yet been performed. Otherwise user have to re-open the
accounting month in Common Setup Module subsequently. User is required
to close the payroll month, and perform perform month end closing again in
Bookkeeping Module.

e Once the final year-end closing has been carried out in the Bookkeeping
Module, user cannot open payroll months and capture staff record for
payroll anymore.
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er Login Time: 10/09/2003 19:32 Logout | Help | PXRE#E
Close Payroll Month :
Current School Year: 2001 10 September 2003 19:39

cDs
HKAT

HKEAA Mr=unrz Mudrull | Payroll ¥oucher P Fund ¥oucher  ¥oucher Posting  Woucher Enquiry I Payroll Month I

v FMP Payroll Month (hibd ) I 09/2004 "i : I

Common Setup

[S-FSC14-01] FMP > Staff Cost = Payroll = Prepare Paytoll

Budgeting S taff List Payroll kems Provident Fund Beimbursement
Bookkeeping
W Staff Cost Staff Staff Name Staff Name Het Payment Payroll Period Paymment
Setup H (Chi) $ (DDA - Method
DDMMAYYY)
Staff Master [ |Teaching Staf *
r Ml (WoolSiuMing  |#H4MBH 1767500 OLOSE00E - 30052004 m - Witheont
Tax Return | HCS3  |LeeSinMing = ~EH 17.587.80 | OLOS2004 - 304082004 Erhmaﬁc_% - Withot
Enguiny
Report [ Add staff || Delete staff |

Step 1. Click [Payroll
Month] tab.

CAR
Sales & Stock

Data Management

Timetahling

Code Management
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3D axD0 7 7 | &1 - ° x|

1

er: jennifer Login Time: 05/10/2003 09.34 Logout | Help | PRrmeE

Close Payroll Month

.................................... S - Current School Year: 2002 5 October 2003 9:37

* FMP

= Common Setup

[S-FSC14-18] FMP > Staff Cost > Payroll > Payroll Month

Youcher Posting WYoucher Enquiry | Foeull ol

Accounting Year (vvvvivvvy) [ 20042008 ] I

COA Maintens #Bottom
L
092004 I Dpened *I
» Budgeting 1072004 IDpened TI
» Bookkeeping | 1122004 |Cl©36:1
* Staff Cost | 124004 |Closed
Setup | 012005 |Closed .
staff Master A 0472005 |Closed Step 2. Select Accounting
| 032005 |Closed Year
| 072005 |Closed
P Fund Regist 05005 Cloged
Tax Return I T I — The status of the twelve
Enquiry | 705 [Closed pf‘:\yroll months will be
Report | 0842005 [Closed displayed.
CAR
Sales & Stock Mate: To cloze a payrall month, make sure all payroll vouchers has been created and po

created and posted or selected "Moot Reguired” to generate provident fund woucher.

Daihy Coll. Sumr

Non-Recurrent ¢




2 SEEH0F I i

ser: jenmifer Login Time: 05/10/2003 0934 Logout | Help | SRR

Current School Year: 2002 5 October 2003 9:50

HKEAA
+ FMP

¢ Common Setup

[S-FSC14-18] FMP > Staff Cost > Payroll > Payroll Month

Prepare Payroll Payroll Youcher P Fund Youcher VYoucher Posting Youcher Enquiry
Accounting Year (e ) | 200472005 j

#Bottom
092004 I ICIDSEd *I
1042004 ICInsed "'I
» Budgeting | 112004 -
» Bookkeeping | 120004 |Closed
w Staff Cost | 012005 |Closed
Setup | (22005 |Closed
Staff Master | 0372005 |Closed
| 0d /2005 |Closed
S — | 052005 [Clesed Step 3. Change the Status
Rt : | 062005 [Closed of payroll from “Opened”
dax Return
! | (72005 |Clesed to “Closed”.
Enquiry | 0872005 [Closed
Report

Step 4. Click [Save]

Mate: To cloze a payrall month, make sure all payroll vouchers has been created and po bUttOﬂ
sefaagted or zelected "Mot Required" to generate provident fund woucher . :

CAR
Sales & Stock
Daihy Coll. Sumr

Hon-Recurrent ¢




3D axD0 7 7 | &1 - ° x|

1

er: jennifer Login Time: 05/10/2003 09.34 Logout | Help | PRrmeE

Close Payroll Month

.................................... Current School Year: 2002 5 October 2003 9:38

FY

* FMP

% Common Setup Record(=) have been updates. Fesults are az follows:

« 0952004 Payroll month cannot be closed a2 one or more payroll entries are being prepared.
« 1002004 Payroll Month is closed successfully.

Prepare Payroll Payroll Youcher P Fund Youcher ¥Youcher Posting VYoucher Enquiry
Accounting Year (v ) | 0042005 j

#Botbhom

Payroll Month (MY [ Staws
» Budgeting
ng ||:| ened 'rl
» Bookkeeping n

v Staff Cost 102004 [Closed =]

Setup | 1142004 |C1c:fsai
Staff Master | 1272004 |Closed
| 012005 [Closed

P Fund Regist | 022005

Tax Return | 0342005 If there is any payroll entry under

R | O4/2005 preparation in the payroll month

Report I ggﬁ; to bg closed, the system will abort
CAR | T | closing that payroll months. The
Sales & Stock [l e | rest of the payroll months will
Daily Coll. Sumr proceed to close.
Hon-Recurrent ( Mate: To cloze a payraoll month, make sure all payroll vouchers has been) vouchers has been

crested and posted or selected "Moot Reguired” to generate provident fund o

| =




