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Payroll Overview

• Capture staff for payroll

• Edit / delete payroll entries

• Create payroll voucher with three different payment methods: 

• Autopay

• Cheque – With Printing

• Cheque – Without Printing

• Create provident fund voucher for three types of provident fund schemes:

• Grant / Subsidized Schools Provident Fund Scheme – Journal Voucher 

• ORSO Schemes – Payment Voucher

• Mandatory Provident Fund Scheme – Payment Voucher
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Payroll

Payroll

Payroll Overview

• Generate autopay file for staff payroll payment

• Print / issue cheque for:

• Staff payroll payment 

• Provident fund contribution payment to trustee

• Post voucher to General Ledger in Bookkeeping Module

• Enquire payroll expenditure

• Open / close payroll month
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Payroll Workflow

Generate 
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Voucher
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Month
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B.Post Provident Fund 

Voucher

Freeze Payroll 

Voucher

Generate 

Autopay File

Print / Issue Cheque
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- Check report R-FSC001-E.

Maintain Staff Payroll

- Edit payroll amount, provident 

fund contribution amount, etc.

- Check reports R-FSC016A-E, 

R-FSC016B-E and R-FSC016C-E.

Capture Staff for 

Payroll

- Select staff entitled for 

payroll in the month.

Validate Payroll 

Voucher

- Check report R-FSC001-

E.

Payroll
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Maintain Staff Payroll

- Edit payroll amount, provident fund 

contribution amount, etc.

- Check reports R-FSC016A-E, 

R-FSC016B-E and R-FSC016C-E.

Capture Staff for 

Payroll

- Select staff entitled for 

payroll in the month.

Validate Payroll 

Voucher

- Check report R-FSC001-E.
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Open Payroll Month

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.

• 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.

• 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. 
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Open Payroll Month

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 

to open a relevant payroll month.

Open Payroll Month
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Open Payroll Month

Step 2. Select Accounting 

Year.

The status of the twelve 

payroll months will be 

displayed.

Open Payroll Month
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Open Payroll Month

Step 3. Change the Status

of payroll from “Closed” 

to “Opened”.

Step 4. Click [Save]

button.

Open Payroll Month
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Open Payroll Month

The payroll months are 

opened.

Open Payroll Month
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Open Payroll Month

Open Payroll Month

User can prepare payroll 

for the payroll month.
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Generate 

Payroll Voucher

Validate Payroll EntriesOpen Payroll 

Month

Generate 

Provident Fund 

Voucher

Close Payroll 

Month

Freeze Payroll 

Voucher

Generate 

Autopay File

Print / Issue Cheque

Validate Provident Fund 

Voucher

- Check report R-FSC001-E.

Maintain Staff Payroll

- Edit payroll amount, provident fund 

contribution amount, etc.

- Check reports R-FSC016A-E, 

R-FSC016B-E and R-FSC016C-E.

Capture Staff for 

Payroll
- Select staff entitled for 

payroll in the month.

Validate Payroll 

Voucher

- Check report R-FSC001-E.

Capture Staff for Payroll
Open Payroll MonthCapture Staff for Payroll

A.Print Payroll Voucher
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Voucher

A.Post Payroll Voucher

B.Post Provident Fund 

Voucher

A. Payroll 

B. Provident Fund 

Contribution 
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Capture Staff for Payroll

• To add new staff payroll entries to the selected “opened” payroll month.

• 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”.

Capture Staff for Payroll
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Capture Staff for Payroll

Step 1. Click [Prepare Payroll]

tab.

Step 2. Select an Payroll Month. 

Step 3. Click the [Add Staff]

button.

Capture Staff for Payroll
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Capture Staff for Payroll

Capture Staff for Payroll

Before the system retrieves all the staff 

records based on the input searching criteria, 

the system will capture all the newly created, 

amended or deleted staff information from 

Staff / Staff Deployment Module automatically. 
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Capture Staff for Payroll

Step 4. Select staff to be 

captured for payroll (one 

or more staff can be 

selected at the same 

time) 

Capture Staff for Payroll
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Capture Staff for Payroll

Step 5a. Change the 

Payment Method of 

the staff if 

necessary.

Capture Staff for Payroll
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Step 5b. Select the same payment 

method for all of the selected staff in 

the selected payroll month by clicking 

the checkbox and select a Payment 

Method.

Capture Staff for Payroll

Capture Staff for Payroll
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Step 6. Click 

[Select Staff]

button.

Capture Staff for Payroll

Capture Staff for Payroll
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Capture Staff for Payroll

Capture Staff for Payroll
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Capture Staff for Payroll

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. 

• 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.
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Maintain Staff Payroll – 3 Methods Available to Choose

• Method 1: Individual Staff Basis

• Maintain payment and provident fund contribution for individual staff

• Maintain payroll items for individual staff

• Maintain reimbursement item for individual staff

• Maintain cost allocation for individual staff 

• Method 2: By Batch

• Maintain payroll item in batch

• Maintain provident fund contribution in batch

• Maintain reimbursement item in batch

• Method 3: Export / Import

• 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. 

Maintain Staff Payroll
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Maintain Staff PayrollMaintain Staff Payroll

Maintain Staff Payroll

Step 1. Click [Prepare Payroll]

tab.

Step 2. Select an Payroll Month. 
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Maintain Staff Payroll

• Method 1: Individual Staff Basis

• Maintain payment and provident fund contribution for individual 

staff

• Maintain payroll items for individual staff

• Maintain reimbursement item for individual staff

• Maintain cost allocation for individual staff 

• Method 2: By Batch

• Maintain payroll item in batch

• Maintain provident fund contribution in batch

• Maintain reimbursement item in batch

• Method 3: Export / Import

• 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. 

Maintain payment and provident fund contribution for individual staff



V 03.02.01 Slide 26V 1.9 Slide 26

Maintain Staff Payroll

Step 1. Click the [Staff Code]

hyperlink. 

Maintain Staff Payroll (Method 1)
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Maintain payment and provident fund contribution for individual staff

By default, the system will show the 

Payment page

Step 2. Change the Payment Method for 

the selected payroll if necessary.

Maintain Staff Payroll (Method 1)
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Maintain payment and provident fund contribution for individual staff

Step 3. Revise the Revised Amount if 

necessary. 

Step 3a. For Grant / Subsidized School 

Provident Fund Scheme, users are allowed 

to revise the Employee’s and Employer’s 

Provident Fund Contribution amount

Maintain Staff Payroll (Method 1)
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Maintain payment and provident fund contribution for individual staffStep 3b. For ORSO Scheme, 

users are allowed to revise 

the Employee’s and 

Employer’s Provident Fund 

Contribution amount 

Maintain Staff Payroll (Method 1)
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Maintain payment and provident fund contribution for individual staff
Step 3c. For Mandatory Provident 

Fund Scheme, users are allowed to 

revise the Employee’s Mandatory and 

Voluntary Contribution amount, as 

well as Employer’s Mandatory and 

Voluntary Contribution amount 

Maintain Staff Payroll (Method 1)
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Maintain payment and provident fund contribution for individual staff

The system is able to check the 

special circumstances under 

Mandatory Provident Fund Scheme 

Ordinance. The screen will display 

message on the mandatory 

contribution if such conditions are 

applicable to the staff. 

Maintain Staff Payroll (Method 1)
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Maintain payment and provident fund contribution for individual staff

Step 4. Click 

[Save] button.

Maintain Staff Payroll (Method 1)
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Maintain payroll items for individual staff

Maintain Staff Payroll

• Method 1: Individual Staff Basis

• Maintain payment and provident fund contribution for individual staff

• Maintain payroll items for individual staff

• Maintain reimbursement item for individual staff

• Maintain cost allocation for individual staff 

• Method 2: By Batch

• Maintain payroll item in batch

• Maintain provident fund contribution in batch

• Maintain reimbursement item in batch

• Method 3: Export / Import

• 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. 
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Maintain payroll items for individual staff

Step 5. Click 

[Payroll Items]

hyperlink.

Maintain Staff Payroll (Method 1)
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Maintain payroll items for individual staff

The system shows the Maintain Payroll Items for 

Individual Staff page.

Step 6a. Revise the amount and expenditure account 

code of the payroll item(s) for the selected payroll if 

necessary. 

Maintain Staff Payroll (Method 1)
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Maintain payroll items for individual staff

Step 6b. For updating the 

account code, Users can enter 

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.

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

appropriate Expenditure 

Account Code and then click 

[Copy] or [Select] button to 

copy the code back to 

Maintain Payroll Items for 

Individual Staff page.
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Step 6d. Select account code from 

the Common Account Code drop-

down list box and click [Copy] button

Maintain Staff Payroll (Method 1)
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Maintain payroll items for individual staff Step 7. Click 

[Save] button.

Maintain Staff Payroll (Method 1)
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Maintain reimbursement item for individual staffMaintain Staff Payroll

Maintain Staff Payroll

• Method 1: Individual Staff Basis

• Maintain payment and provident fund contribution for individual staff

• Maintain payroll items for individual staff

• Maintain reimbursement item for individual staff

• Maintain cost allocation for individual staff 

• Method 2: By Batch

• Maintain payroll item in batch

• Maintain provident fund contribution in batch

• Maintain reimbursement item in batch

• Method 3: Export / Import

• 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. 
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Maintain reimbursement item for individual staff

Step 8. Click 

[Reimbursement]

hyperlink.

Maintain Staff Payroll (Method 1)
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Maintain reimbursement item for individual staff

No reimbursement setting 

has been defined in the 

relevant accounting year in 

Staff Master.

Maintain Staff Payroll (Method 1)
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Maintain reimbursement item for individual staff

Step 9. Click the [Add]

button to add a 

reimbursement item to 

payroll. A new row will be 

added.

Maintain Staff Payroll (Method 1)
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Maintain reimbursement item for individual staff

Step 10. Select an 

appropriate reimbursement 

item.

Maintain Staff Payroll (Method 1)
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Maintain reimbursement item for individual staff

Step 11. Assign the amount 

and remarks.

Maintain Staff Payroll (Method 1)
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Maintain reimbursement item for individual staff

To remove unnecessary reimbursement item from 

the staff payroll:

Step 12. Click the checkbox next to the 

reimbursement item. (one or more items can be 

selected at the same time)

Step 13. Click the [Delete] button.

Maintain Staff Payroll (Method 1)
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Maintain reimbursement item for individual staff

Step 14: Click [Save]

button to confirm all 

changes have been 

done in this page.

Maintain Staff Payroll (Method 1)
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Maintain cost allocation for individual staffMaintain Staff PayrollMaintain Staff Payroll

Maintain Staff Payroll

• Method 1: Individual Staff Basis

• Maintain payment and provident fund contribution for individual staff

• Maintain payroll items for individual staff

• Maintain reimbursement item for individual staff

• Maintain cost allocation for individual staff

• Method 2: By Batch

• Maintain payroll item in batch

• Maintain provident fund contribution in batch

• Maintain reimbursement item in batch

• Method 3: Export / Import

• 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. 
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Maintain cost allocation for individual staff

Step 15. Click 

[Cost Allocation]

hyperlink.

Maintain Staff Payroll (Method 1)
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Maintain cost allocation for individual staff

Step 16. Click the [Add]

button to add one or more 

lines of cost allocation 

record if necessary.

Maintain Staff Payroll (Method 1)
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Maintain cost allocation for individual staff

Step 17. Select an 

appropriate School Level / 

Session and Programme, and 

assign Allocation Percentage

to the new cost allocation 

record.

Maintain Staff Payroll (Method 1)
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Maintain cost allocation for individual staff

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.

Maintain Staff Payroll (Method 1)
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Maintain cost allocation for individual staff

Step 20: Click [Save] button to 

confirm all changes have been 

done in this page.

Maintain Staff Payroll (Method 1)
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Maintain cost allocation for individual staffMaintain Staff PayrollMaintain Staff Payroll

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.
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Step 21. Click [Back] button 

to go back to Prepare 

Payroll – Staff List.

Step 22. Repeat Step 1 to 21 

for the rest of staff.

Maintain Staff Payroll

Maintain Staff Payroll (Method 1)
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Maintain payroll item in batch Maintain Staff PayrollMaintain Staff PayrollMaintain Staff Payroll

Maintain Staff Payroll

• Method 1: Individual Staff Basis

• Maintain payment and provident fund contribution for individual staff

• Maintain payroll items for individual staff

• Maintain reimbursement item for individual staff

• Maintain cost allocation for individual staff 

• Method 2: By Batch

• Maintain payroll item in batch

• Maintain provident fund contribution in batch

• Maintain reimbursement item in batch

• Method 3: Export / Import

• 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. 
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Step 1: Select Payroll 

Month and then click 

[Payroll Items]

hyperlink.

Maintain payroll item in batch 

Maintain Staff Payroll (Method 2)
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Maintain payroll item in batch

Step 2: Select a 

Payroll Item. 

Maintain Staff Payroll (Method 2)
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Maintain payroll item in batch

Step 3a: Revise the 

amount and expenditure 

account code of staff 

payroll for the selected 

payroll month, if 

necessary. 

Maintain Staff Payroll (Method 2)
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Step 3b. For updating the 

account code, User can enter 

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.

Maintain payroll item in batch

Maintain Staff Payroll (Method 2)
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Maintain Staff Payroll (Method 2) Step 3c. Fill in / select 

appropriate Expenditure 

Account Code and then click 

[Copy] or [Select] button to 

copy the code back to 

Maintain Payroll Items in 

Batch page.
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Step 3d. Select account code from 

the Common Account Code drop-

down list box and click [Copy] button

Maintain Staff Payroll (Method 2)
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Maintain payroll item in batch

User can choose to update Staff 

Master default setting with the input 

revised amount and / or account 

code.

Step 4. Select the checkbox [Update 

payroll item amount to Staff Master]

and / or [Update payroll item 

account code to Staff Master]. 

Maintain Staff Payroll (Method 2)
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Maintain payroll item in batch

Step 5. Click [Save]

button.

Step 6. Repeat Step 1 

to 5 for other payroll 

items.

Maintain Staff Payroll (Method 2)
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Maintain Staff PayrollMaintain Staff PayrollMaintain Staff PayrollMaintain Staff PayrollMaintain Staff Payroll

Maintain Staff Payroll

• Method 1: Individual Staff Basis

• Maintain payment and provident fund contribution for individual staff

• Maintain payroll items for individual staff

• Maintain reimbursement item for individual staff

• Maintain cost allocation for individual staff 

• Method 2: By Batch

• Maintain payroll item in batch

• Maintain provident fund contribution in batch

• Maintain reimbursement item in batch

• Method 3: Export / Import

• 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. 

Maintain provident fund contribution in batch
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Maintain provident fund contribution in batch

Step 7. Click 

[Provident Fund]

hyperlink.

Maintain Staff Payroll (Method 2)
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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 provident fund contribution in batch

Maintain Staff Payroll (Method 2)
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Maintain provident fund contribution in batch

Step 9. Revise the Revised Amount and 

Account Code if necessary.

Step 9a. For Grant / Subsidized School 

Provident Fund Scheme, user can revise the 

Employee’s and Employer’s Contribution 

amounts and Employee’s contribution 

account.

Maintain Staff Payroll (Method 2)
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Maintain provident fund contribution in batch

Step 9b. For ORSO Scheme, user 

can revise the Employee’s and 

Employer’s Contribution 

amounts and accounts.

Maintain Staff Payroll (Method 2)
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Maintain provident fund contribution in batch

Step 9c. For Mandatory 

Provident Fund Scheme, user 

can revise the Employer’s and 

Employer’s Mandatory and 

Voluntary Contribution amounts 

and accounts.

Maintain Staff Payroll (Method 2)
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Maintain provident fund contribution in batch

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. 

Maintain Staff Payroll (Method 2)
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Maintain provident fund contribution in batch

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.

Maintain Staff Payroll (Method 2)
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Maintain provident fund contribution in batch

Step 10. Click [Save]

button.

Step 11. Repeat Step 

8 to 10 for other 

fund schemes.

Maintain Staff Payroll (Method 2)
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Maintain Staff PayrollMaintain Staff PayrollMaintain Staff PayrollMaintain Staff PayrollMaintain Staff Payroll

Maintain Staff Payroll

• Method 1: Individual Staff Basis

• Maintain payment and provident fund contribution for individual staff

• Maintain payroll items for individual staff

• Maintain reimbursement item for individual staff

• Maintain cost allocation for individual staff 

• Method 2: By Batch

• Maintain payroll item in batch

• Maintain provident fund contribution in batch

• Maintain reimbursement item in batch

• Method 3: Export / Import

• 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. 

Maintain Staff PayrollMaintain reimbursement item in batch
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Maintain reimbursement item in batch

Step 12. Click 

[Reimbursement]

hyperlink.

Maintain Staff Payroll (Method 2)
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Maintain reimbursement item in batch

Step 13. Select a Reimbursement 

Item. 

All the staff payroll captured for 

the selected reimbursement item 

will be displayed.

Maintain Staff Payroll (Method 2)
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Maintain reimbursement item in batch
Step 14. Revise the amount 

and remarks if necessary.

Maintain Staff Payroll (Method 2)



V 03.02.01 Slide 78V 1.9 Slide 78

Step 15. Click [Save] button.

Step 16. Repeat Steps 12 to 

15 for other reimbursement 

items.

Maintain reimbursement item in batch

Maintain Staff Payroll (Method 2)
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Export all payroll items and import all payroll itemsMaintain Staff PayrollMaintain Staff PayrollMaintain Staff PayrollMaintain Staff Payroll

Maintain Staff Payroll

• Method 1: Individual Staff Basis

• Maintain payment and provident fund contribution for individual staff

• Maintain payroll items for individual staff

• Maintain reimbursement item for individual staff

• Maintain cost allocation for individual staff 

• Method 2: By Batch

• Maintain payroll item in batch

• Maintain provident fund contribution in batch

• Maintain reimbursement item in batch

• Method 3: Export / Import

• 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. 
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Export all payroll items and import all payroll items

Step 1. Click 

the [Export]

button.

Maintain Staff Payroll (Method 3)
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Export all payroll items and import all payroll items

Step 2. Save the file 

locally into the 

users’ computer.

Maintain Staff Payroll (Method 3)
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Step 2. Save the file 

locally into the 

users’ computer.

Export all payroll items and import all payroll items

Maintain Staff Payroll (Method 3)
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Export all payroll items and import all payroll items
Step 3. Open the exported 

file in Microsoft Excel or 

equivalent program. 

Maintain Staff Payroll (Method 3)
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Export all payroll items and import all payroll items

Step 4. Highlight all cells and 

then select [Format] 

[Column]  [AutoFit 

Selection] from the Toolbars.

Maintain Staff Payroll (Method 3)
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Export all payroll items and import all payroll items

User can now view / edit payroll item 

details in a presentable format.

Step 5. Only "Rev. Amt." column (i.e. the 

Revised Amount column on the screen) 

and "Rev. Acct. Code" column (i.e., the 

Account Code column on the screen) are 

allowed to be edited. 

Maintain Staff Payroll (Method 3)
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Export all payroll items and import all payroll items

Step 6. Save the file. 

It is then ready for 

importing back to system.

Maintain Staff Payroll (Method 3)
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Export all payroll items and import all payroll items

Step 7. Click the 

[Import] Button.

Maintain Staff Payroll (Method 3)
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Export all payroll items and import all payroll items

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.

Maintain Staff Payroll (Method 3)
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Export all payroll items and import all payroll items

Import Result
Maintain Staff Payroll (Method 3)
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Export all payroll items and import all payroll items

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. 

Maintain Staff Payroll (Method 3)
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Export provident fund contribution and import provident fund contribution
Maintain Staff PayrollMaintain Staff PayrollMaintain Staff PayrollMaintain Staff PayrollMaintain Staff Payroll

Maintain Staff Payroll

• Method 1: Individual Staff Basis

• Maintain payment and provident fund contribution for individual staff

• Maintain payroll items for individual staff

• Maintain reimbursement item for individual staff

• Maintain cost allocation for individual staff 

• Method 2: By Batch

• Maintain payroll item in batch

• Maintain provident fund contribution in batch

• Maintain reimbursement item in batch

• Method 3: Export / Import

• 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. 

Maintain Staff Payroll
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Export provident fund contribution and import provident fund contribution

Step 10. Select Fund 

Scheme.

Step 11. Click the [Export]

button.

Maintain Staff Payroll (Method 3)
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Export provident fund contribution and import provident fund contribution

Step 12. Save the 

file locally into the 

users’ computer.

Maintain Staff Payroll (Method 3)
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Step 12. Save the 

file locally into the 

users’ computer.

Maintain Staff Payroll (Method 3)
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Export provident fund contribution and import provident fund contribution
Step 13. Open the exported 

file in Microsoft Excel or 

equivalent program. 

Maintain Staff Payroll (Method 3)
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Step 14. Highlight all cells and 

then select [Format] 

[Column]  [AutoFit 

Selection] from the Toolbars.

Maintain Staff Payroll (Method 3)
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Step 15. User can revise the XLS file.

Step 15a. For Grant / Subsidized Schools 

Provident Fund Scheme:

only the "Rev. Amt." column for both 

employee's contribution and employer's 

contribution (i.e. the Revised Amount 

column on the screen) and "Rev. Acct. 

Code" column for employee's contribution 

(i.e. the Account Code column on the 

screen) can be edited.  

Maintain Staff Payroll (Method 3)
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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.  

Maintain Staff Payroll (Method 3)
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Export provident fund contribution and import provident fund contribution

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.  

Maintain Staff Payroll (Method 3)
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Export provident fund contribution and import provident fund contribution
Step 16. Save the file. 

It is then ready for 

importing back to system.

Maintain Staff Payroll (Method 3)
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Export provident fund contribution and import provident fund contribution

Step 17. Click 

the [Import] 

Button.

Maintain Staff Payroll (Method 3)
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Export provident fund contribution and import provident fund contribution

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.

Step 20. Click [Confirm] button.

Maintain Staff Payroll (Method 3)
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Export provident fund contribution and import provident fund contribution

Import Result
Maintain Staff Payroll (Method 3)
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Export provident fund contribution and import provident fund contribution

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 

with updating for other staff. 

Maintain Staff Payroll (Method 3)
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Remove staff payroll entries from the system
Maintain Staff PayrollMaintain Staff PayrollMaintain Staff PayrollMaintain Staff PayrollMaintain Staff Payroll

Maintain Staff Payroll

• Method 1: Individual Staff Basis

• Maintain payment and provident fund contribution for individual staff

• Maintain payroll items for individual staff

• Maintain reimbursement item for individual staff

• Maintain cost allocation for individual staff 

• Method 2: By Batch

• Maintain payroll item in batch

• Maintain provident fund contribution in batch

• Maintain reimbursement item in batch

• Method 3: Export / Import

• 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. 

Maintain Staff PayrollMaintain Staff Payroll
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Remove staff payroll entries from the system

Step 1. Click [Staff 

List] hyperlink.

Maintain Staff Payroll
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Remove staff payroll entries from the system

Step 2. Select the staff payroll record to be 

removed from the system (one ore more 

payroll records can be selected at the same 

time).

Step 3. Click the [Delete Staff] button to 

remove the staff payroll records from the 

system.

Maintain Staff Payroll
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Remove staff payroll entries from the system

Maintain Staff Payroll
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Generate 

Payroll Voucher

Validate Payroll 

Entries

Open Payroll 

Month

Generate 

Provident Fund 

Voucher

Close Payroll 

Month

Freeze Payroll 

Voucher

Generate 

Autopay File

Print / Issue Cheque

- Payroll 

- Provident Fund 

Contribution 

Validate Provident Fund 

Voucher

- Check report R-FSC001-E.

Maintain Staff Payroll

- Edit payroll amount, provident fund 

contribution amount, etc.

- Check reports R-FSC016A-E, 

R-FSC016B-E and R-FSC016C-E.

Capture Staff for 

Payroll

- Select staff entitled for 

payroll in the month.

Validate Payroll 

Voucher

- Check report R-FSC001-E.

Validate Payroll Entries
Maintain Staff PayrollValidate Payroll Entries

A.Print Payroll Voucher

B.Print Provident Fund 

Voucher

A.Post Payroll Voucher

B.Post Provident Fund 

Voucher
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Validate Payroll Entries

Validate Payroll Entries

• Generate reports for checking to ensure all payroll entries are correct before 

generating the vouchers.

• Generate three reports for payroll validation:

• Payroll Item Details – Payment and Cost Allocation (R-FSC016A-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 

• Payroll Item Details – Working on Provident Fund Contribution (R-FSC016C-E) 

- Calculation breakdown of provident fund contributions
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Validate Payroll Entries

Step 1. Click [Payroll 

Voucher] tab.

Validate Payroll Entries
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Validate Payroll Entries

Step 2. Select an appropriate Payment 

Method. 

Step 3. Select checkbox next to the Staff 

Code (one or more staff payroll records 

can be selected at the same time).

Validate Payroll Entries
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Validate Payroll Entries

Validate Payroll Entries

Step 4. Click 

[Print]

button. 
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Validate Payroll Entries

Reports are generated and saved in 

Report Management – Repository.

Step 5. Click the link of “Repository 

function of Report Management 

Module” to download reports.

Validate Payroll Entries
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Validate Payroll Entries

Step 6. Click 

[Report Name (ID)]

hyperlinks to 

download reports.

Validate Payroll Entries
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Generate 

Payroll 

Voucher

Validate Payroll EntriesOpen Payroll 

Month

Generate 

Provident Fund 

Voucher

Close Payroll 

Month

Freeze Payroll 

Voucher

Generate 

Autopay File

Print / Issue Cheque

Validate Provident Fund 

Voucher

- Check report R-FSC001-E.

Maintain Staff Payroll

- Edit payroll amount, provident fund 

contribution amount, etc.

- Check reports R-FSC016A-E, 

R-FSC016B-E and R-FSC016C-E.

Capture Staff for 

Payroll

- Select staff entitled for 

payroll in the month.

Validate Payroll 

Voucher

- Check report R-FSC001-E.

Generate Payroll Voucher
Generate Payroll Voucher

A.Print Payroll Voucher

B.Print Provident Fund 

Voucher

A.Post Payroll Voucher

B.Post Provident Fund 

Voucher

A. Payroll 

B. Provident Fund 

Contribution 
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Generate Payroll VoucherValidate Payroll Entries

Generate Payroll Voucher

• Generate vouchers for three different payment methods: 

• “Autopay”

• “Cheque – With Printing”

• “Cheque – Without Printing”

• Issue one voucher for each of the individual staff payroll with “Cheque – With 

Printing” or “Cheque – Without Printing” payment method. 

• A batch 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. 
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Generate Payroll Voucher

• 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.

• 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).

Generate Payroll Voucher
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Generate Payroll Voucher

Step 1. Click [Payroll 

Voucher] tab.

Generate Payroll Voucher
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Generate Payroll Voucher

Step 2. Select Payroll Month and 

Payment Method. 

Step 3. Select the checkbox next to the 

staff (one or more staff can be selected 

at the same time).

Step 4. Click the [Generate Payroll 

Voucher] button.

Generate Payroll Voucher
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Generate Payroll Voucher

Generate Payroll Voucher

Step 5. Select an 

appropriate Voucher 

Type. 
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Generate Payroll Voucher

Step 6. Enter the 

Voucher No.

Generate Payroll Voucher
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Generate Payroll Voucher

Generate Payroll Voucher

Step 7. Fill in the 

Voucher Date and 

Voucher 

Particulars.
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Generate Payroll Voucher

Generate Payroll Voucher

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 8. Choose another Bank Ledger 

Code for the payroll voucher if necessary.
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Generate Payroll Voucher

Step 9. Fill in the Bank Ledger 

Information (Credit).

Step 9a. For “Autopay” payment 

method:

Fill in Bank Particulars if necessary. 

Generate Payroll Voucher
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Generate Payroll Voucher

Step 9b. For “Cheque – With Printing” 

payment method:

Fill in Bank Particulars, if necessary. 

Fill in Payee name. 

Do NOT fill in Cheque Number.

Generate Payroll Voucher
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Generate Payroll Voucher

Generate Payroll Voucher

Step 9c. For “Cheque – Without 

Printing” payment method:

fill in Payee Name, Cheque No. 

and Bank Particulars, if 

necessary. 
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Generate Payroll Voucher

Generate Payroll Voucher

Step 10. Fill in Particulars of 

each of the accounting lines, if 

necessary. 
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Generate Payroll Voucher

Generate Payroll Voucher Step 11. Click the [Save As 

Unposted] button to save 

the voucher.

Budget check will be 

performed if the budget has 

been approved. 
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Generate Payroll Voucher
Generate Payroll Voucher

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 Payroll Voucher
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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.

Generate Payroll Voucher

Generate Payroll Voucher
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Generate Payroll Voucher

Generate Payroll Voucher

Upon saving of the voucher successfully, the system will set the following budget 

check status to each of the accounting lines:

S – Sufficient fund

I – 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). 
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Generate Payroll Voucher

Generate Payroll Voucher

Step 12. If user select more than one staff to 

generate payroll voucher with payment method 

“Cheque – With Printing” or “Cheque – Without 

Printing”, he/she can click [Next Payroll Voucher]

button after saving payroll voucher for the first staff 

payroll and then continue for the next staff payroll.

Step 13. Repeat Steps 5 to 13 until all payroll voucher 

are successfully generated.
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Generate Payroll Voucher

Upon saving of the voucher 

successfully, the corresponding 

staff payroll entries will be 

moved from Payroll Voucher 

Not Yet Generated screen to 

Payroll Voucher Generated 

screen. They will be grouped 

by voucher number.

Generate Payroll Voucher
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Generate Payroll Voucher

• Upon saving of the voucher successfully:

• 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. 

Capture Staff for PayrollGenerate Payroll Voucher
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Validate Payroll Voucher

Generate 

Payroll Voucher

Validate Payroll EntriesOpen Payroll 

Month

Generate 

Provident Fund 

Voucher

Close Payroll 

Month

Freeze Payroll 

Voucher

Generate 

Autopay File

Print / Issue Cheque

Validate Provident Fund 

Voucher

- Check report R-FSC001-E.

Maintain Staff Payroll

- Edit payroll amount, provident fund 

contribution amount, etc.

- Check reports R-FSC016A-E, 

R-FSC016B-E and R-FSC016C-E.

Capture Staff for 

Payroll

- Select staff entitled for 

payroll in the month.

Validate Payroll 

Voucher
- Check report R-FSC001-

E.

Validate Payroll Voucher
Generate Payroll Voucher

A.Print Payroll Voucher

B.Print Provident Fund 

Voucher

A.Post Payroll Voucher

B.Post Provident Fund 

Voucher

A. Payroll 

B. Provident Fund 

Contribution 
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Validate Payroll VoucherGenerate Payroll VoucherValidate Payroll Entries

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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Validate Payroll Voucher

Step 1. Click [Payroll 

Voucher] tab.

Validate Payroll Voucher
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Validate Payroll Voucher

Step 2. Select Payroll Month.

Step 3. Select Payment Method.

Step 4. Click [Payroll Voucher 

Generated] hyperlink.

Validate Payroll Voucher



V 03.02.01 Slide 140V 1.9 Slide 140

Validate Payroll Voucher

Step 5. Select the checkbox next to 

the voucher. (one or more vouchers 

can be selected at the same time.

Step 6. Click [Print] button.

Validate Payroll Voucher
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Validate Payroll Voucher

The system will pop up a new window. 

Step 7. Select either group by “Account Code” 

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.

Validate Payroll Voucher
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Validate Payroll VoucherValidate Payroll VoucherGenerate Payroll VoucherValidate Payroll EntriesValidate Payroll Voucher
• If the payroll vouchers are correct:

• If the payroll vouchers are incorrect:

Generate 

Provident Fund 

Voucher

Close Payroll 

Month

Freeze 

Payroll 

Voucher

Generate 

Autopay File

Validate Provident Fund 

Voucher

- Check report R-FSC001-E.

Validate Payroll 

Voucher

- Check report R-FSC001-

E.0

Print / Issue Cheque

Generate 

Payroll Voucher

Validate Payroll 

Voucher

- Check report R-FSC001-E.

Delete 

Payroll 

Voucher

Validate Payroll EntriesMaintain Staff Payroll

- Edit payroll amount, provident fund 

contribution amount, etc.

- Check reports R-FSC016A-E, 

R-FSC016B-E and R-FSC016C-E.

A.Print Payroll Voucher

B.Print Provident Fund 

Voucher

A.Post Payroll Voucher

B.Post Provident Fund 

Voucher

proceed

proceed

A. Payroll 

B. Provident Fund 

Contribution 
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Delete Payroll VoucherValidate Payroll VoucherGenerate Payroll VoucherValidate Payroll Entries

Delete Payroll Voucher

• If the corresponding payrolls need to be amended, user need to delete the 

generated payroll vouchers 

• Pre-requisites

• The payroll vouchers must have been generated in Staff Cost Module.

• The payroll vouchers must in "Review" status. 

• 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
Step 1. Select the checkbox next to 

the voucher (one or more vouchers 

can be selected at the same time).

Step 2. Click the [Delete Payroll 

Voucher] button.

Delete Payroll Voucher
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Upon deletion of the voucher successfully, the 

corresponding staff payroll entries will be moved 

from Payroll Voucher Generated screen back to 

Payroll Voucher Not Yet Generated screen. 

Delete Payroll Voucher

Delete Payroll Voucher
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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.

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

• A list of deleted vouchers will be shown in “List of Deleted Vouchers (R-

FSC028-E)” report.

Delete Payroll Voucher
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Freeze Payroll VoucherValidate Payroll Voucher

Generate 

Payroll Voucher

Validate Payroll EntriesOpen Payroll 

Month

Generate 

Provident Fund 

Voucher

Close Payroll 

Month
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Payroll 

Voucher

Generate 

Autopay File

Print / Issue Cheque

Validate Provident Fund 

Voucher

- Check report R-FSC001-E.

Maintain Staff Payroll

- Edit payroll amount, provident fund 

contribution amount, etc.

- Check reports R-FSC016A-E, 

R-FSC016B-E and R-FSC016C-E.

Capture Staff for 

Payroll

- Select staff entitled for 

payroll in the month.

Validate Payroll 

Voucher

- Check report R-FSC001-E.

Freeze Payroll Voucher
Generate Payroll Voucher

A.Print Payroll Voucher

B.Print Provident Fund 

Voucher

A.Post Payroll Voucher

B.Post Provident Fund 

Voucher

A. Payroll 

B. Provident Fund 

Contribution 
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Freeze Payroll VoucherValidate Payroll VoucherGenerate Payroll VoucherValidate Payroll Entries

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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Freeze Payroll Voucher

Step 1. Click [Payroll 

Voucher] tab.

Freeze Payroll Voucher
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Freeze Payroll Voucher

Step 2. Select Payroll Month.

Step 3. Select Payment Method.

Step 4. Click [Payroll Voucher 

Generated] hyperlink.

Freeze Payroll Voucher
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Freeze Payroll Voucher

Step 5. Select the checkbox next to 

the voucher. (one or more vouchers 

can be selected at the same time).

Step 6. Click [Freeze Payroll 

Voucher] button.

Freeze Payroll Voucher
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Freeze Payroll Voucher The status of the 

voucher is set to 

“Freeze”.

Freeze Payroll Voucher
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Freeze Payroll Voucher

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:

•generating corresponding provident fund voucher

•posting the payroll voucher to General Ledger

•posting the provident fund voucher to General Ledger.

Delete Payroll Voucher
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Unfreeze Payroll Voucher

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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Unfreeze Payroll Voucher

Step 1. Click [Payroll 

Voucher] tab.

Unfreeze Payroll Voucher
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Unfreeze Payroll Voucher

Step 2. Select Payroll Month.

Step 3. Select Payment Method.

Step 4. Click [Payroll Voucher 

Generated] hyperlink.

Unfreeze Payroll Voucher
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Unfreeze Payroll Voucher

Step 5. Select the checkbox next to 

the voucher. (one or more vouchers 

can be selected at the same time).

Step 6. Click [Unfreeze Payroll 

Voucher] button.

Unfreeze Payroll Voucher
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Unfreeze Payroll Voucher The status of the 

voucher is set to 

“Review”.

Unfreeze Payroll Voucher
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Unfreeze Payroll Voucher

Unfreeze Payroll Voucher

• 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:

•generating corresponding provident fund voucher

•posting the payroll voucher to General Ledger

•posting the provident fund voucher to General Ledger.
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Generate P Fund VoucherFreeze Payroll VoucherValidate Payroll Voucher

- Check reports R-FSC016A-E, 

R-FSC016B-E and R-FSC016C-E.

Generate 

Payroll Voucher

Validate Payroll EntriesOpen Payroll 

Month

Generate 

Provident 

Fund Voucher

Close Payroll 

Month

Freeze Payroll 

Voucher

Generate 

Autopay File

Print / Issue Cheque

Validate Provident Fund 

Voucher

- Check report R-FSC001-E.

Maintain Staff Payroll

- Edit payroll amount, provident fund 

contribution amount, etc.

Capture Staff for 

Payroll

- Select staff entitled for 

payroll in the month.

Validate Payroll 

Voucher

- Check report R-FSC001-E.

Generate Provident Fund Vouchers
Generate Payroll Voucher

A.Print Payroll Voucher

B.Print Provident Fund 

Voucher

A.Post Payroll Voucher

B.Post Provident Fund 

Voucher

A. Payroll 

B. Provident Fund 

Contribution 

- Check reports R-FSC016A-E, 

R-FSC016B-E and R-FSC016C-E.
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Generate P Fund Voucher

Generate Provident Fund Voucher

• Generate provident fund voucher for the three types of provident fund scheme:

• Grant / Subsidized Schools Provident Fund Scheme – Journal Voucher

• 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.
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Generate P Fund Voucher

Generate Provident Fund Voucher

• Pre-requisites

• The corresponding payroll voucher has been generated and set to 

“Freeze” status.

• Payroll entries must have been properly prepared. 

• 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.

Generate Payroll Voucher
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Generate P Fund Voucher

Step 1. Click [P Fund 

Voucher] tab.

Generate Provident Fund Voucher
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Generate P Fund Voucher

Step 2. Select Payroll Month.

Step 3. Select Fund Scheme.

Generate Provident Fund Voucher
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Generate P Fund Voucher

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”.

Step 5. Click [Save] button.

Generate Provident Fund Voucher
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Generate P Fund Voucher

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).

Step 7. Click [Generate P Fund Voucher].

The system will redirect to Voucher Details page.

Generate Provident Fund Voucher
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Generate P Fund Voucher

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. 

Generate Provident Fund Voucher
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Generate P Fund Voucher

For ORSO Scheme and Mandatory Provident Fund Scheme, the 

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. 

Generate Provident Fund Voucher
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Generate P Fund Voucher

Generate Provident Fund Voucher

Grant / Subsidized Schools 

Provident Fund Scheme:

Step 9. Enter the Voucher No.
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Generate P Fund Voucher

ORSO Scheme and Mandatory 

Provident Fund Scheme:

Step 9. Enter the Voucher No.

Generate Provident Fund Voucher
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Generate P Fund Voucher

Grant / Subsidized Schools Provident Fund 

Scheme:

Step 10. Fill in the Voucher Date and Voucher 

Particulars.

Generate Provident Fund Voucher
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Generate P Fund Voucher

ORSO Scheme and Mandatory Provident Fund 

Scheme:

Step 10. Fill in the Voucher Date and 

Voucher Particulars.

Generate Provident Fund Voucher
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Generate P Fund Voucher

For ORSO Scheme and Mandatory Provident Fund Scheme, fill in the Bank Ledger 

information (Credit).

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
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Generate P Fund Voucher

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. 

Generate Provident Fund Voucher
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Generate P Fund Voucher Step 13. Fill in Particulars of 

each of the accounting lines, if 

necessary. 

Generate Provident Fund Voucher
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Generate P Fund Voucher

Step 14. Click the [Save As 

Unposted] button to save the 

voucher.

Budget check will be performed 

if the budget has been 

approved. 

Generate Provident Fund Voucher
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Generate P Fund Voucher
Generate Payroll Voucher

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
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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.

Generate P Fund Voucher

Generate Provident Fund Voucher
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Generate P Fund Voucher

Upon saving of the voucher successfully, the system will set the following budget 

check status to each of the accounting lines:

S – Sufficient fund

I – 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 Provident Fund Voucher
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Generate P Fund Voucher

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
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Generate Provident Fund Voucher

• Upon saving of the voucher successfully:

• The receipts and committed amount of the approved budget will be 

updated.

• 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. 

Capture Staff for PayrollGenerate P Fund Voucher
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Validate P Fund Voucher

Generate 

Payroll Voucher

Validate Payroll EntriesOpen Payroll 

Month

Generate 

Provident Fund 

Voucher

Close Payroll 

Month

Freeze Payroll 

Voucher

Generate 

Autopay File

Print / Issue Cheque

Validate Provident 

Fund Voucher

- Check report R-FSC001-E.

Maintain Staff Payroll

- Edit payroll amount, provident fund 

contribution amount, etc.

Capture Staff for 

Payroll

- Select staff entitled for 

payroll in the month.

Validate Payroll 

Voucher

- Check report R-FSC001-E.

Validate Provident Fund Voucher

A.Print Payroll Voucher

B.Print Provident Fund 

Voucher

A.Post Payroll Voucher

B.Post Provident Fund 

Voucher

A. Payroll 

B. Provident Fund 

Contribution 

- Check reports R-FSC016A-E, 

R-FSC016B-E and R-FSC016C-E.
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Validate P Fund VoucherValidate Payroll VoucherGenerate Payroll VoucherValidate Payroll Entries

• 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

Validate Provident Fund Voucher
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Validate P Fund Voucher

Step 1. Click [P Fund 

Voucher] tab.

Validate Provident Fund Voucher



V 03.02.01 Slide 185V 1.9 Slide 185

Validate Payroll VoucherValidate P Fund Voucher

Step 2. Select Payroll Month.

Step 3. Select Fund Scheme.

Step 4. Click [Provident Fund 

Voucher Generated] hyperlink.

Validate Provident Fund Voucher
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Validate P Fund Voucher

Validate Provident Fund Voucher
Step 5. Select the checkbox next to 

the voucher. (one or more vouchers 

can be selected at the same time.

Step 6. Click [Print] button.
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Validate P Fund Voucher

The system will pop up a new window. 

Step 7. Select either group by “Account Code” 

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.

Validate Provident Fund Voucher
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Validate P Fund VoucherValidate Payroll VoucherValidate Payroll VoucherGenerate Payroll VoucherValidate Payroll EntriesValidate Provident Fund Voucher
• If the provident fund vouchers are correct:

Close Payroll 

Month

Generate 

Autopay File

Validate Provident Fund 

Voucher

- Check report R-FSC001-E.

Print / Issue Cheque

A.Print Payroll Voucher

B.Print Provident Fund 

Voucher

A.Post Payroll Voucher

B.Post Provident Fund 

Voucher

proceed

A. Payroll 

B. Provident Fund 

Contribution 
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Validate P Fund VoucherValidate P Fund VoucherValidate Payroll VoucherValidate Payroll VoucherGenerate Payroll VoucherValidate Payroll Entries

• If provident fund vouchers are incorrect:

Generate 

Payroll Voucher

Maintain Staff Payroll

- Edit payroll amount, provident fund 

contribution amount, etc.

Validate Payroll Entries

- Check reports R-FSC016A-E, 

R-FSC016B-E and R-FSC016C-E.

Validate Payroll 

Voucher

- Check report R-FSC001-E.

Validate Provident Fund 

Voucher

- Check report R-FSC001-E.

Delete 

Provident 

Fund Voucher

Unfreeze 

Payroll Voucher

Delete Payroll 

Voucher

Generate 

Provident Fund 

Voucher

Freeze Payroll 

Voucher

Validate Provident Fund Voucher

proceed



V 03.02.01 Slide 190V 1.9 Slide 190

Delete P Fund VoucherValidate Payroll VoucherGenerate Payroll VoucherValidate Payroll Entries

Delete Provident Fund Voucher

• If the vouchers need to be amended, user need to delete provident fund 

vouchers. 

• Pre-requisites

• 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 P Fund Voucher
Step 1. Select the checkbox next to 

the voucher (one or more vouchers 

can be selected at the same time).

Step 2. Click the [Delete P Fund 

Voucher] button.

Delete Provident Fund Voucher
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Upon deletion of the voucher successfully, the 

corresponding staff payroll entries will be moved 

from Provident Fund Voucher Generated screen 

back to Provident Fund Voucher Not Generated / 

Not Required screen. 

Delete P Fund Voucher

Delete Provident Fund Voucher
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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.

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

• A list of deleted vouchers will be shown in “List of Deleted Vouchers (R-

FSC028-E)” report.

Delete P Fund Voucher
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Generate 

Payroll Voucher

Validate Payroll EntriesOpen Payroll 

Month

Generate 

Provident Fund 

Voucher

Close Payroll 

Month

Freeze Payroll 

Voucher

Generate 

Autopay File

Print / Issue Cheque

Validate Provident Fund 

Voucher

- Check report R-FSC001-E.

Maintain Staff Payroll

- Edit payroll amount, provident fund 

contribution amount, etc.

Capture Staff for 

Payroll

- Select staff entitled for 

payroll in the month.

Validate Payroll 

Voucher

- Check report R-FSC001-E.

Print Voucher

Print Vouchers

A.Print Payroll Voucher

B.Print Provident Fund 

Voucher

A.Post Payroll Voucher

B.Post Provident Fund 

Voucher

A. Payroll 

B. Provident Fund 

Contribution 
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Print 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-

FSC004-E)” to supervisor for checking first.  

• Principal approve the vouchers by signing on the designed position of the 

vouchers.
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Print Payroll Voucher

Step 1. Click [Payroll 

Voucher] tab.

A- Print Payroll Voucher
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Step 2. Select Payroll Month.

Step 3. Select Payment Method.

Step 4. Click [Payroll Voucher 

Generated] hyperlink.

Print Payroll Voucher

A- Print Payroll Voucher
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Print Payroll Voucher
Step 5. Select the checkbox next to 

the voucher (one or more vouchers 

can be selected at the same time).

Step 6. Click the [Payroll Voucher 

Preview] button.

A- Print Payroll Voucher
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Print Payroll Voucher
Voucher report preview page (in 

PDF format) will pop up. 

Step 7. Select Print Function and 

print the voucher through local 

printer.

A- Print Payroll Voucher
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There are specific signing positions 

of “Prepared By”, “Checked By” 

and “Approved By” at the bottom 

of the voucher printout.

Print Payroll Voucher

A- Print Payroll Voucher
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Print P Fund Voucher

Step 1. Click [P Fund 

Voucher] tab.

B - Print Provident Fund Voucher
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Print P Fund Voucher

Step 2. Select Payroll Month.

Step 3. Select Fund Scheme.

Step 4. Click [Provident Fund 

Voucher Generated] 

hyperlink.

B - Print Provident Fund Voucher
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Print P Fund Voucher
Step 5. Select the checkbox next to 

the voucher (one or more vouchers 

can be selected at the same time).

Step 6. Click the [P Fund Voucher 

Preview] button.

B - Print Provident Fund Voucher
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Print P Fund Voucher
Voucher report preview page (in 

PDF format) will pop up. 

Step 7. Select Print Function and 

print the voucher through local 

printer.

B - Print Provident Fund Voucher
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Print P Fund Voucher

There are specific signing positions 

of “Prepared By”, “Checked By” 

and “Approved By” at the bottom 

of the voucher printout.

B - Print Provident Fund Voucher
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Generate Autopay File

Generate 

Payroll Voucher

Validate Payroll EntriesOpen Payroll 

Month

Generate 

Provident Fund 

Voucher

Close Payroll 

Month

Freeze Payroll 

Voucher

Generate 

Autopay 

File

Print / Issue Cheque

Validate Provident Fund 

Voucher

- Check report R-FSC001-E.

Maintain Staff Payroll

- Edit payroll amount, provident fund 

contribution amount, etc.

Capture Staff for 

Payroll

- Select staff entitled for 

payroll in the month.

Validate Payroll 

Voucher

- Check report R-FSC001-E.

Generate Autopay File

A.Print Payroll Voucher

B.Print Provident Fund 

Voucher

A.Post Payroll Voucher

B.Post Provident Fund 

Voucher

A. Payroll 

B. Provident Fund 

Contribution 
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Generate Autopay File

Generate Autopay

• To generate autopay file for a specified bank if “Autopay” payment 

method is selected in the payroll voucher.

• Pre-requisites:

• Payroll vouchers must have been generated but have not been 

posted. 

• 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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Generate Autopay File

Step 1. Click [Payroll 

Voucher] tab.

Generate Autopay File
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Generate Autopay File

Step 2. Select Payroll Month.

Step 3. Select “Autopay” as 

Payment Method.

Step 4. Select Payroll Voucher 

Generated hyperlink.

Generate Autopay File
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Generate Autopay File

Generate Autopay File

Step 5. Select a voucher.

Step 6. Click [Generate Autopay 

File] button.



V 03.02.01 Slide 211V 1.9 Slide 211

Generate Autopay File

The system will prompt the users to 

save the autopay file.

Step 7. Save the autopay file into 

users’ computer.

Generate Autopay File
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Generate Autopay File

• The autopay file is generated and the payroll data of staff is captured in 

the file.

• Post Actions:

1. Import the generated autopay file to the programme provided by 

the bank. 

• HSBC MRI

• 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.

Generate Autopay File
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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.

Generate Autopay File
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Print / Issue Cheque

Generate 
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Month

Generate 
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Voucher

Close Payroll 

Month

Freeze Payroll 

Voucher

Generate 

Autopay File

Print / Issue Cheque

Validate Provident Fund 

Voucher

- Check report R-FSC001-E.

Maintain Staff Payroll

- Edit payroll amount, provident fund 

contribution amount, etc.

Capture Staff for 

Payroll

- Select staff entitled for 

payroll in the month.

Validate Payroll 

Voucher

- Check report R-FSC001-E.

Print / Issue Cheque

A.Print Payroll Voucher

B.Print Provident Fund 

Voucher

A.Post Payroll Voucher

B.Post Provident Fund 

Voucher

A. Payroll 

B. Provident Fund 

Contribution 
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Print / Issue Cheque

Print / Issue Cheque

• 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).

• Pre-requisites:

• Payroll vouchers / provident fund vouchers must have been 

generated but have not been posted. 

• 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).
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Print System Cheque (Payroll Voucher)

Step 1. Click [Payroll 

Voucher] tab.

A - Print Cheque (Payroll Voucher)
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Print System Cheque (Payroll Voucher)

Step 2. Select Payroll Month.

Step 3. Select “Cheque – With 

Printing” as Payment Method.

Step 4. Click [Payroll Voucher 

Generated] hyperlink.

A - Print Cheque (Payroll Voucher)
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Print System Cheque (Payroll Voucher)

Step 5. Select a voucher.

Step 6. Click [Print Cheque] button.

The system will redirect to the 

Cheque Printing screen.

A - Print Cheque (Payroll Voucher)
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Print System Cheque (Payroll Voucher) Step 7. Fill in the 

next Cheque Number

to be printed.

A - Print Cheque (Payroll Voucher)
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Print System Cheque (Payroll Voucher)

Step 8. Select the 

voucher by clicking the 

checkbox next to the 

Voucher No. Only one 

voucher can be selected 

for cheque printing at a 

time.

A - Print Cheque (Payroll Voucher)
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Print System Cheque (Payroll Voucher)

Step 9. Cheque Date will 

be defaulted as Voucher 

Date. User can set his 

own date by changing 

the Cheque Date field. 

Validation will be 

performed for checking 

the Cheque Date.

A - Print Cheque (Payroll Voucher)
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Print System Cheque (Payroll Voucher) Step 10.Click the [Print]

button to print the 

selected cheque. 

A - Print Cheque (Payroll Voucher)
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Print System Cheque (Payroll Voucher)

A cheque printout template will 

prompt out.

Step 11. Place the cheque form in 

the printer and click the printer 

button to print the cheque from 

the printout template.

A - Print Cheque (Payroll Voucher)
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Print System Cheque (Payroll Voucher)

The system pops up the Print Page.

Step 12. Do not check the three 

checkboxes in the Print Page for 

page layout adjustment.

A - Print Cheque (Payroll Voucher)
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Print System Cheque (Payroll Voucher)

Step 13. If the cheque printed out 

is okay, users may click [Confirm]

button to confirm that the 

selected voucher is “Successfully 

Printed”.

A - Print Cheque (Payroll Voucher)
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Print System Cheque (Payroll Voucher)
Step 14. User may click [Reverse]

button to reverse the payment 

method to “Cheque - Without 

Printing”, if necessary.

A - Print Cheque (Payroll Voucher)
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Print System Cheque (Payroll Voucher)Step 15. Click [Back] button to go 

back to Payroll Voucher 

Generated page.

A - Print Cheque (Payroll Voucher)
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Issue Manual Cheque (Payroll Voucher)

A - Issue Maunal Cheque (Payroll Voucher)

After the cheque is manually issued, user has to 

update the bank ledger information (cheque number, 

payee’s name) to the system.

Step 1. Select “Cheque – Without Printing” as Payment 

Method.

Step 2. Click [Voucher No.] hyperlink.

The system will redirect to Voucher Maintenance page.
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Issue Manual Cheque (Payroll Voucher)

Step 3. Click [Bank 

Ledger 

information 

(Credit)] hyperlink.

A - Issue Maunal Cheque (Payroll Voucher)
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Issue Manual Cheque (Payroll Voucher)

Step 4. Fill in Payee’s Name, 

Cheque No. and Bank 

Particulars.

Step 5. Click [Save Voucher]

button.

A - Issue Maunal Cheque (Payroll Voucher)
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Print System Cheque (P Fund Voucher)

Step 1. Click [P Fund 

Voucher] tab.

B - Print Cheque (Provident Fund  Voucher)
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Print System Cheque (P Fund Voucher)

Step 2. Select Payroll Month.

Step 3. Select Fund Scheme (either 

ORSO Scheme or Mandatory 

Provident Fund Scheme).

Step 4. Click [Provident Fund 

Voucher Generated] hyperlink.

B - Print Cheque (Provident Fund  Voucher)
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Print System Cheque (P Fund Voucher)

Step 5. Select a voucher.

Step 6. Click [Print Cheque] button.

The system will redirect to the 

Cheque Printing screen.

B - Print Cheque (Provident Fund  Voucher)
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Print System Cheque (P Fund Voucher) Step 7. Fill in the 

next Cheque Number

to be printed.

B - Print Cheque (Provident Fund  Voucher)
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Print System Cheque (P Fund Voucher)

Step 8. Select the 

voucher by clicking the 

checkbox next to the 

Voucher No. Only one 

voucher can be selected 

for cheque printing at a 

time.

B - Print Cheque (Provident Fund  Voucher)
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Print System Cheque (P Fund Voucher)

Step 9. Cheque Date will 

be defaulted as Voucher 

Date. User can set his 

own date by changing 

the Cheque Date field. 

Validation will be 

performed for checking 

the Cheque Date.

B - Print Cheque (Provident Fund  Voucher)
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Print System Cheque (P Fund Voucher) Step 10. Click the [Print]

button to print the 

selected cheque.

B - Print Cheque (Provident Fund  Voucher)
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Print System Cheque (Provident Fund  Voucher)

Print System Cheque (P Fund Voucher)

A cheque printout template will 

prompt out.

Step 11. Place the cheque form in 

the printer and click the printer 

button to print the cheque from 

the printout template.

B - Print Cheque (Provident Fund  Voucher)
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Print System Cheque (P Fund Voucher)

The system pops up the Print Page.

Step 12. Do not check the three 

checkboxes in the Print Page for 

page layout adjustment.

B - Print Cheque (Provident Fund  Voucher)
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Print System Cheque (P Fund Voucher)

Step 13. If the cheque printed out 

is okay, user may click [Confirm]

button to confirm that the 

selected voucher is “Successfully 

Printed”.

B - Print Cheque (Provident Fund  Voucher)
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Print System Cheque (P Fund Voucher)
Step 14. User may click [Reverse]

button to reverse the payment 

method to “Cheque - Without 

Printing”, if necessary.

B - Print Cheque (Provident Fund  Voucher)
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Print System Cheque (P Fund Voucher)Step 15. Click [Back] button to go 

back to Provident Fund Voucher 

Generated page.

B - Print Cheque (Provident Fund  Voucher)
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Print System Cheque (P Fund Voucher)

After the cheque is manually issued, user has to 

update the bank ledger information (cheque number, 

payee’s name) to the system.

Step 1. Click [Voucher No.] hyperlink.

The system will redirect to Voucher Maintenance page.

Issue Manual Cheque (Provident Fund  Voucher)B – Issue Manual Cheque (Provident Fund  Voucher)
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Print System Cheque (P Fund Voucher)

Step 2. Click [Bank 

Ledger 

information 

(Credit)] hyperlink.

B – Issue Manual Cheque (Provident Fund  Voucher)



V 03.02.01 Slide 245V 1.9 Slide 245

Print System Cheque (P Fund Voucher)

Step 3. Fill in Payee’s Name, 

Cheque No. and Bank 

Particulars.

Step 4. Click [Save Voucher]

button.

B – Issue Manual Cheque (Provident Fund  Voucher)
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Print / Issue Cheque

• 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.

• If payment method “Cheque – With Printing” is selected, only voucher 

with confirmed cheque printing is allowed to perform voucher posting. 

• Once cheque printing of the voucher has been confirmed, it is not 

allowed to delete the voucher.

• Printed cheque / manually issued cheque should be submitted together 

with the voucher printout to supervisor / Principal for approval.

Print / Issue Cheque
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Post Payroll / P Fund Vouchers

Generate 

Payroll Voucher

Validate Payroll EntriesOpen Payroll 

Month

Generate 

Provident Fund 

Voucher

Close Payroll 

Month

Freeze Payroll 

Voucher

Generate 

Autopay File

Print / Issue Cheque

Validate Provident Fund 

Voucher

- Check report R-FSC001-E.

Maintain Staff Payroll

- Edit payroll amount, provident fund 

contribution amount, etc.

Capture Staff for 

Payroll

- Select staff entitled for 

payroll in the month.

Validate Payroll 

Voucher

- Check report R-FSC001-E.

Post Payroll / Provident Fund Vouchers

A.Print Payroll Voucher

B.Print Provident Fund 

Voucher

A.Post Payroll Voucher

B.Post Provident Fund 

Voucher

A. Payroll 

B. Provident Fund 

Contribution 
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A - Post Payroll Vouchers

• To search for unposted payroll vouchers, and prepare the posting of 

vouchers with status “Ready for Posting”.

• Payroll vouchers may have the following three status: 

• “Review”

• “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. 

• 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.

Post Payroll Vouchers
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Post Payroll Vouchers

Step 1. Click [Voucher 

Posting] tab.

A - Post Payroll Vouchers
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Post Payroll Vouchers

The system will display a list of 

unposted payroll vouchers grouped 

by payment method.

Step 2. Users may click the 

[Voucher No.] hyperlink to view a 

list of payroll records of the 

selected payroll voucher

A - Post Payroll Vouchers
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Post Payroll vouchers

A - Post Payroll Vouchers
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Step 3. select the checkbox next to 

the vouchers (one or more vouchers 

can be selected at the same time)

Step 4. Click the [Posting] button.

Post Payroll vouchers

A - Post Payroll Vouchers
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Post Payroll Vouchers

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. 

• Users should create new Journal Vouchers if any amendment to the 

posted vouchers is required.
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B - Post Provident Fund Vouchers

• To search for unposted provident fund vouchers, and prepare the posting 

of vouchers with status “Ready for Posting”.

• Provident fund vouchers may have the following two status: 

• “Cheque to Print” (if provident fund voucher of ORSO Scheme and 

Mandatory Provident Fund Scheme which payment method 

“Cheque – With Printing” is selected) 

• “Ready for Posting” 

• 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.

Post P Fund Vouchers
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Post P Fund Vouchers

Step 1. Click [Voucher 

Posting] tab.

B - Post Provident Fund Vouchers
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Post P Fund Vouchers

Step 2. Click [Provident Fund 

Voucher] hyperlink

B - Post Provident Fund Vouchers
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Post P Fund Vouchers

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

B - Post Provident Fund Vouchers
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Post P Fund vouchers

B - Post Provident Fund Vouchers
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Step 4. select the checkbox next to 

the vouchers (one or more vouchers 

can be selected at the same time)

Step 4. Click the [Posting] button.

Post P Fund vouchers

B - Post Provident Fund Vouchers
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Post P Fund Vouchers

B - Post Provident Fund Vouchers

• After posting the vouchers, the amount will be updated to the voucher 

accounting month of General Ledger. 

• The system will create the corresponding records for individual staff in 

Provident Fund Register.

• Amendment and deletion of the posted voucher is not allowed. 

• Users should create new Journal Vouchers if  any amendment to the 

posted vouchers is required.
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Voucher Enquiry

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”.

• Payroll Voucher must have been generated beforehand.
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Voucher Enquiry

Step 1. Click [Voucher 

Enquiry] tab.

Voucher Enquiry
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Voucher Enquiry

Voucher Enquiry

Step 2. Fill in the 

searching criteria

Step 3. Click the [Search]

button
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Voucher Enquiry

Voucher Enquiry

Users can browse through a list of staff payroll records according to 

the specified searching criteria.

Step 4. User can view the details of payroll record of individual staff 

by clicking the [Staff Code] hyperlink
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Voucher Enquiry

Click [Payment]

hyperlink to view  (i) the 

summary of the payroll 

and (ii) the summary of 

provident fund 

contributions

Voucher Enquiry
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Voucher Enquiry

Click [Payroll Items]

hyperlink to view all 

payroll item account 

codes and payroll item 

amounts

Voucher Enquiry



V 03.02.01 Slide 267V 1.9 Slide 267

Voucher Enquiry Click [Reimbursement]

hyperlink to view 

reimbursement items

Voucher Enquiry
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Voucher Enquiry Click [Cost Allocation]

hyperlink to view the 

cost allocation 

Voucher Enquiry
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Voucher Enquiry

Voucher Enquiry

Step 5. User can view the details of 

payroll voucher and / or provident fund 

voucher of individual staff by clicking the 

[Voucher No.] hyperlink. 
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Voucher Enquiry

Voucher Enquiry

Click [Accounting Line Information 

(Debit)] hyperlink to view the voucher 

details and accounting line information 

(Debit).
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Voucher Enquiry

Voucher Enquiry

Click [Bank Ledger Information (Credit)] 

hyperlink to view the voucher details and 

bank ledger information(credit).
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Close Payroll Month

Generate 

Payroll Voucher

Validate Payroll EntriesOpen Payroll 

Month

Generate 

Provident Fund 

Voucher

Close 

Payroll 

Month

Freeze Payroll 

Voucher

Generate 

Autopay File

Print / Issue Cheque

Validate Provident Fund 

Voucher

- Check report R-FSC001-E.

Maintain Staff Payroll

- Edit payroll amount, provident fund 

contribution amount, etc.

Capture Staff for 

Payroll

- Select staff entitled for 

payroll in the month.

Validate Payroll 

Voucher

- Check report R-FSC001-E.

Close Payroll Month

A.Print Payroll Voucher

B.Print Provident Fund 

Voucher

A.Post Payroll Voucher

B.Post Provident Fund 

Voucher

A. Payroll 

B. Provident Fund 

Contribution 
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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.

• 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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Close Payroll Month

Step 1. Click [Payroll 

Month] tab.

Close Payroll Month
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Close Payroll Month

Step 2. Select Accounting 

Year.

The status of the twelve 

payroll months will be 

displayed.

Close Payroll Month
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Close Payroll Month

Step 3. Change the Status

of payroll from “Opened” 

to “Closed”.

Step 4. Click [Save]

button.

Close Payroll Month
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Close Payroll Month

Close Payroll Month

If there is any payroll entry under 

preparation in the payroll month 

to be closed, the system will abort 

closing that payroll months. The 

rest of the payroll months will 

proceed to close.


