
V 03.02.01 Slide 1 V 1.0 Slide 1 

FMP/Staff Cost 

 FMP – Staff Cost 

Account Clerk 

School 

Principal 

FMP 

FMP 

Common Setup 

Budgeting 

Bookkeeping 

Staff Cost 

Capital Asset Register 

Sales & Stock 
Other Registers 

1.  Setup 

2.  Staff Master 

3.  Payroll 

4.  P Fund Register 

5.  Tax Return 

6.  Enquiry 

7.  Report 7.  Report 



V 03.02.01 Slide 2 V 1.0 Slide 2 Report 

Staff Cost - Report 

• Staff Cost reports provide user with relevant Staff Cost information for 

record and management purposes. 

• Staff Cost reports are grouped in the following six categories. 

• ALL categories 

• FSC 1 - Voucher and Others; 

• e.g. MPF Remittance Advice, Payroll Voucher / Provident Fund 

Voucher, Posted Payroll Voucher / Provident Fund Voucher, 

Transaction List 

• FSC 2 - Payroll; 

• e.g. Interface Log File (Transaction from Staff / Staff 

Deployment Module), Pay Slip, Payroll Item Detail, Payroll 

Validation Report 

• FSC 3 - Provident Fund; 

• e.g. Grant / Subsidized School Provident Fund Register, ORSO / 

Mandatory Provident Fund Register 

• FSC 4 - Cost Allocation; 

• e.g. Programme Time Spent Report, Staff Cost Control Report 

• FSC 5 - Annual Accounts; 

• e.g. Salary for Non-teaching Staff, Salary for Teaching Staff 

• FSC 6 - Taxation. 

• e.g. Payroll Summary for Tax Return 
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Voucher and Others 

Reports under 

Vouchers & Others 

category 
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Payroll 
Reports under 

Payroll category 
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Provident Fund 

Reports under 

Provident Fund 

category 
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Cost Allocation 

Reports under 

Cost Allocation 

category 
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Annual Accounts 

Reports under 

Annual Account 

category 
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Taxation 
Reports under 

Taxation category 
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Report Staff Cost - Report 

• Only posted transaction will be captured for the following reports: 

 

• Aided School Monthly Paysheet (R-FSC020-E)   

•  Monthly Salary Control Report (R-FSC023-E)   

•  Payroll Summary for Tax Return (R-FSC013-E)   

•  Posted Payroll Voucher / Provident Fund Voucher Transaction List (R-

FSC014-E)   

•  Programme Time Spent Report (Group by Programme Code) (R-

FSC010A-E)   

•  Programme Time Spent Report (Group by Staff Code) (R-FSC010B-E)   

•  Salary for Non-teaching Staff (R-FSC019-E)   

•  Salary for Teaching Staff (R-FSC018-E)   

•  Staff Cost Control Report (Group by Account Code) (R-FSC024B-E)   

•  Staff Cost Control Report (Group by Programme Code) (R-FSC024A-E)  
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Staff Cost - Report 

1. Report can be generated in a preview pop-up window or stored in Report 

Management - Repository. 

2. Four different formats can be selected for report generation: PDF, WORD, 

RICHTEXT and EXCEL. 

3. User may edit the generated report in WORD, RICHTEXT and EXCEL 

format. 

4. The following reports can be generated in PDF format only and they are 

not allowed for amendment: 

• Staff Master Listing (R-FSC006-E) 

• Employer's Tax Return Form for Employee (IR56B) (R-FSC007-E)   

• List of Employees with IR56B Filed via Computerised Format (R-

FSC008-E) 

• Posted Payroll Voucher / Provident Fund Voucher Transaction List (R-

FSC014-E)  

• Interface Log File (Transaction from Staff / Staff Deployment Module) 

(R-FSC015-E) 

• Control Report for Staff Change (Group by Payroll Month) (R-FSC021-

E) 

• Error List for Staff/ Supply Teacher/ Others with Incomplete Data in 

Generating IR56B Softcopy (R-FSC025-E)  

• List of Deleted Vouchers (R-FSC028-E)  

 

Report 
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Step 1. Click [Staff Cost]  

[Report] from the left 

menu 

 

Generate Report 
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Step 2. Select [Category] 

Generate Report 
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Step 3. Select [Language] 

 

Step 4. Click [Search] 

button 

Generate Report 
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Step 5. Click 

[Report Name (ID)] 

hyperlink 

Generate Report 
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Step 6. Click [Built-in 

Template] hyperlink 

Generate Report 
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Step 7. Enter the 

print criteria 

Generate Report 
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Option 1: Generate report in 

a preview pop-up window 

 

Step 8a. Click [Preview & 

Print] button  

Generate Report 
Two ways to generate reports: 

 

Option 1: Generate report in a preview 

pop-up window 

 

Option 2: Generate and store the report 

in Report Management – Repository. 
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Generate Report 

Generate Report 

Option 1: Generate report in a preview 

pop-up window 

 
Step 8b. Print the report to local print 

queue or save to local hard disk from the 

pop-up window  
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Generate Report 

Report 

Generate Report 

Option 2: Generate and store the report in 

Report Management – Repository. 

 
Step 8a. Click [To File] button 
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Generate Report 

Generate Report 

Option 2: Generate and store the 

report in Report Management – 

Repository. 

 

Step 8b. Fill in the report 

description and then click [OK] 

button. 
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Generate Report 

Option 2: Generate and store the report in Report Management – Repository. 

 

Reports are generated and saved in Report Management – Repository. 

 

Step 8c. Click the link of “Repository function of Report Management Module” 

or click [Report Management]  [Repository] from the left menu to download 

the report later . 
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Generate Report 

Step 8d. Click 

[Report Name (ID)] 

hyperlinks to 

download reports. 


